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AGREEMENT 



This agreement is made as of the 1st day of January, 1994, by and between Philip 
Morris Incorporated, a Virginia corporation with executive offices located at 120 Park Avenue, 
New York, New York 10017 ("Philip Morris") and NEODATA Services, Inc., a Delaware 
corporation with executive offices located at 833 West South Boulder, Louisville, Colorado, 
80027-2499 ("NEODATA") pursuant to which’NEODATA will render telemarketing, fulfillment 
and database services for, and supply information to, Philip Morris in connection with Philip 
Morris' 1994 MARLBORO Country Store promotional program (the "Program"). 

1. SERVICES. 

A.- NEODATA will perform Fulfillment Services, which will include the following, in 
connection with the Program: 

/fa) Create a computerized processing work path to accommodate order requirements 
for the MARLBORO Country Store Merchandise listed on Exhibit A (the "MCS Merchandise") 
which NEODATA wail fulfill in connection with the Program, i nstitute consumer controls and 
en sure that all order s and shipments are crackable. 

(b) Receive, inspect in accordance with written inspection guidelines to be mutually 
agreed upon by the parties and assis t third par tie s retained by Philip Morris in performing qual ity 
conqoLmspecuons, and safely and securely store and warehouse all MCS Merchandise, secure 
appropriate delivery documentation for and deliver to Philip Morris, on a weekly basis, original 
documentation together with a Receiving Report, in a form mutually agreed upon by the parties 
and p ermit Philip Mom s on-line unlimited access to inventory and receiving information. Neodata 
will use best efforts to integrate the MCS Merchandise inventory and receiving information with 
other information maintained on line by Philip Morris; 
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(c) Package MCS Merchandise for shipment in accordance with specifications to be 
provided by NEODATA and approved by Philip Morris; 

(d) Fulfill, process, cashier and perform data entry in strict compliance with the keying 
instructions attached as Exhibit B and computer process orders received; 

(e) Rent and designate a number of post office boxes to be determined, which will be 
available to receive orders during the time periods designated by Philip Morris; 

(0 Verify orders and ensure that: 

(i) consumers submit the appropriate number of MARLBORO Country Store or 
MARLBORO Adventure Team Miles for the MCS Merchandise item ordered 
Neodata will conduct a phys ical audit of 500 randomly selected MCS onders_ per 
day and a visual inspection of the remaining MCS orders received each day; 

(ii) a check or money order is received for all shipping and handling charges in 
connection with the consumer’s order, 

• - (iii) a signed certification and complete-date of birth is included on each order 
form; and 

(iv) the number of MCS Merchandise items ordered docs not exceed the 
maximum permitted by Philip Morris. 

(g) Deliver to consumers who submit unacceptable orders a letter rejecting the order in 
a form provided or approved by Philip. 

(h) Deliver to consumers who submit acceptable orders an order acknowledgement 
card if and when Philip Moms requests that acknowledgement cards be mailed. 

(i) Deposit funds received from consumers in connection with the Program in a 
separate bank account established by NEODATA, for use solely in connection with the Program, 
at a financial institution approved in advance by Philip Morris (the "Account") and deposit all 
payments received from consumers in the Account on a daily basis; 

rO 
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(j) Deliver to Philip Moms on a w eekly basi s: an accounting for the preceding week of all 
payments received by NEODATA in payment of shipping, postage and handling and identifying 
orders received for MCS Merchandise and the number of MARLBORO Country Store or 
MARLBORO Adventure Team Miles per MCS Merchandise item received by NEODATA for all 
MCS Merchandise items to which the accounting relates; 

(k) N EODATA may deduct itemized service fees from the Account, on a monthly basis, 
as authorized by Philip Morris after depositing all payments NEODATA receives for MCS 
Merchandise. NEODATA will withdraw from the Account no amounts in excess of . 
NEODATA's authorized fees. NEODATA will deliver to Philip Morris the entire balance 
remaining in the Account upon completion of the Program. If, upon completion of the Program, 
the Account has a negative balance, NEODATA will deliver to Philip Morris an invoice together 
with satisfactory documentation explaining the reason for the negative balance. 

(l) Monitor ail fulfillment aspects of the Program, including: 

(i) track inventory levels, 

(ii) promptly inform Philip Morris when reorder levels have been reached, 

(iii) evaluate unprocessed mail using "Weight Counts", 

(iv) use best efforts to monitor inventory levels in order to ensure that back 
order situanons do not exist, and 

(v) provide weekly reports of shipping expenses in a form acceptable to Philip 

Morris. 

(m) Perform all services in connection with the shipment of MCS Merchandise and 
fulfillment of catalogs including: 

(i) ensure that order processing time from receipt to mail out will result in the 
consumer's receipt of catalogs or MCS Merchandise prior to the date set forth in the 
offer or, if ihe offer does not contain a shipping date, NLQ DAT A-wdhrse-bes.t^^ 
efforts to ensure consumer's MCS Merchandise will be shipped within fifteen days 


ro 
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of NTZQ DATA' s receipt of a properl y completed order, and in no event will be 
shipped more than thirty days of hfEODATA's receipt of a properly completed 
order, 

(ii) if order processing time from receipt to mail out will extend beyond the 
shipment date set forth in the offer or thirty days from NEODATA's receipt of a 
properly completed order, ensure that consumers receive an opdon notice approved 
in advance or provided by Philip Morris. The option notice must be delivered by 
first class mail and accompanied by a prepaid business reply envelope. 

(iii) process cancellations if and when requested by consumers and deliver to 
consumers refunds of charges paid and MARLBORO Adventure Team or 
MARLBORO Country Store Miles submitted within thirty days of receipt of 

the cancellation, 

(iv) delivery of all MCS Merchandise and accompanying thank-you cards utilizing 
the manifest celivery methods currently utilized by NEODATA and approved by 
Philip Moms, 

(v) return unsigned order forms, orders with insufficient payment, orders which 
do not comply with the parameters of the offer and orders originating in states 
where void or outside the United States, to consumer along with proofs, payment 
and response letter provided or approved in advance by Philip Morris, 

(vi) respond to consumer inquiries related to the Program, in accordance with 
procedures provided or approved by Philip Morris, 

(vii) accept MCS Merchand ise returns documenting receipt and reason, credit 
consumer account, issue refund or exchange the MCS Merchandise item, in 
accordance with procedures mutually agreed upon by the parties, 

(viii) document and report to Philip Morris on a weekly basis all consumer service 
activity, and 

(ix) use best eff orts to reship undeliverable mail by re-sending packages to the 
forwarding addre ss provided by the post office nr placing a n outbound telephone 
call to c onsumer to confirm corr ect address After two attempts, NEODATA will 
deliver a post card advising the consumer of the order status and providing a toll 
free 1-800 telephone number for the consumer's use during the hours of 6 a.m. to 
10 p.m. Mountain Time, and a taped IVR message provided or approved by Philip 
Moms dunng all other times; 

(n) Open and son all white mail received by NEODATA and respond to consumers 
inquiring about order status through a iener or telephone call using scripts or text provided or 
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approved by Philip Moms. NTEODATA will deliver to the locations designated by Philip Morris 
inquiries regarding Philip Moms promotions other than the Program and inquiries or other 
communications raising sensitive issues designated by Philip Morris. 

(o) Key enter, in accordance with keying instructions to be delivered by Philip Morris, 
information contained in consumer order forms, including, consumer's: (1) name, (2) street 
address, (3) city, state and zip code, (4) phone number, (5) date of birth, (6) signature flag, (7) 
MCS Merchandise ordered (8) quantity of MARLBORO Country Store or MARLBORO 
Adventure Team Miles submitted, (9) order date and (10) current brand of cigarettes. 

(p) . Store ail fulfillment data requested by Philip Morris on 3480 Cartridges ('Tape s") 
and deliver weekly to Philip Morris and third parties designated by Philip Morri s, and deliver a 
weekly dump of;2;5 .randomly selected records to.The Leo Burnett Company or an alternative third 
party designated by Philip Moms, Tapes containing information which will include: 

. (i) general record count;- ■ 

(ii) program number, 

(iii) response date: 

(iv) media code and category; 

(v) offer code and category; 

(vi) total number of age rejections; and, 

(vii) total number of rejections for restricted states. 



(q) Deliver weekly and when otherwise occasionally requested by Philip Morris, 


reports in a form mutually agreed upon by both parties containing information, including the 



(i) mail receipts: 
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(ii) consumer orders; 

(iii) receiving and inventory decrement; 

(iv) MCS Merchandise returns and reasons; 

(v) delay letters sent with expected and actual ship dates; 

(vi) MCS Merchandise on backorder including length of time on backorder, 

(vii) financial recap summary and reconciliation reports; 

(viii) special shipments to non-consumers and the source of the request for a 
special shipment; and, 

(ix) undciiverabies, including quantity and detailed reasons. 

(r) Convert ail consumer order forms to microfiche format and deliver weekly Tapes 
to locations designated by Philip Morris. Safely and securely store for reference in accordance 
with the batching instructions provided or approved by Philip Morris, all order forms received 
throughout the term of the Agreement. If and when requested by Philip Morris, NEODATA will 
bulk pack and ship the order forms to Philip Morris or third parties designated by Philip or destroy 
the order forms in accordance with Philip Morris' instructions and provide an affidavit of 
destruction. 

(s) Bulk pack and ship FOB all unordered MCS Merchandise to the locations 
designated by Philip Moms on or before the dates designated by Philip Morris. 

(t) NEODATA will ensure that the shrinkag e/damage to the MCS Merchandise in 
inventory does not exceed three-tenths of one perce nt (the "Permitted Maximum") o f the total cos t 
of the MCS Merchandise to Philip Morris and NEODATA will be solely responsible to Phi lip 
Morris for all shrinkage or damage in excess of the Permitted Maximum. 
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B. The Telemarketing and Database Services to be provided by NEODATA in 
connection with the Program will include the following: 

(a) • • ■ NEODATA will perform all telemarketing services requested by Philip Morris in 
connection with the establishment and maintenance of no less than ten national operational 1-800 
toll free telephone numbers for use in connection with the Program (the "800 Numbers") and 
ensure that the 800 Numbers are accessible to consumers between the hours of 7.00 a.m. and 8:00 
p.m. Eastern Standard Time, seven days per week unless otherwise mutually agreed between the 
parties. 

(b) NEODATA acknowledges that the 800 Numbers will remain the property of 
Philip Morris and Philip Moms, in its sole discretion, may reassign the 800 numbers to other 
locations or other uses. 

(c) NEODATA will retain, train, compensate and supervise a sufficient number of . 
customer service representauvcs ("CSRs") to collect and provide information to callers.on the 800 
Numbers ("Callers"). The CSR selection process is subject to the advance approval of Philip 
Morris and scripts to be utilized by the CSRs must be provided or approved in advance by Philip 
Morris. 


(d) NEODATA will determine and provide adequate CSR staffing for the Program in 


accordance with the following procedures. 


Each Wednesda y NEODATA will deliver hy telecopy to Philip Morris' designa ted 
representative f or its advance approval, a staffi ng matrix in the form attached as~ ’ 
Exhibit C (the "Matrix"). The Matrix will detail the number oppositions required 
to staff the Program by hour of day and day of week for no less than two and no 
more than twelve weeks together with an estimate of total weekly production hours. 
The seven day Matri x week will hegin on Monday. Philip Morris will accept or 
reject the Mat riiTwithin five days of receipt flf P h ilip Morris rejects a Matrix, r 
N EODATA will incorporate changesTequested bv Philip Morris and agree d to by ) 
NEODATA and resubmit the Matrix, for Philip Morris r approval, o n or before the 
date deltgnatea by Philip Moms.~ 
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(ii) After the fust week. NT.OnATA_v.-iil simultaneously deliver a report, in a 

f orm a p proved by Philip Morris, of NBODATA's efficiency'during the 
p reced ing we ek and a’Tumfnar^of the factors considered by NEO DATA in 
developing t he Matrix in consulta tio n with Philip Morris , i ncludin g 
historical ca ll volu me, media schedules, response rates and average length 
of call during the prior week! ' ” " 

(iii) ^"nEO DATA will de liver a new Matrix to Philip Morris no later than two wee ks ^ v? 

prior to the start of any period f or which staffing levelsleflectcdTn the Matrix 
represent a c hange often percent or lessjNEQDATA will deliver a new M atrix to 
Philip Moms no later than fourweeks prior to the srarr of anv period for which t ^ x 
. staffing levels reflected in the Matrix represent a change of more than terrpc rccnt/^ 

(iv) The production hours for CSRs included in a Matrix ("Production Hours") will be 
the actual number of hours to be worked by the CSR in connection with the 
Program and will include one 10-15 minute break for each four-hour shift segment 
Production Hours will not include dinner breaks or scheduled training. 

NEODATA will schedule no fTjR ro work a shift less than fo ur hours in duratio n 
or a weekly schedule le ss than 16 hours in duration or a total schedule of less th an 
two weeks in duraoon. 


(e) NEODATA will implement each Matrix approved by Philip Morris no later than 
ten days after NEODATA's receipt of Philip Morris’ written approval. Unless otherwise requested 
or approved in advance by Philip Morris, NEODATA will ensure that the appropriate number of 
CSRs perform services in connection with the Program during the time periods designated in the 
Matrix. If Philip Moms requests an increase in the number of CSRs included in a Matrix, 
NEODATA will provide the additional CSRs as soon as practicable. If Philip Morris requests .a } 
reduction in the number of CSRs included in a Matrix, NEODATA will enforce minimum shift / 


schedules and use best efforts to fully comply with Philip Morris' reque st. 

(f) Unless otherwise approved in advance by Philip Morris, NEODATA will ensure 
that its monthly CSR turnover rate ('Turnover Rate") does not exceed six percent. T he Turnover 
Rate will be the number of CSRs who discontinue providing services in connection with the 
Program, excluding CSRs who discontinue providing services as a direct result of decreases in the 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 


6098981170 




Matrices, divided by the number of CSRs who performed services in connection with the 
Program. 

(g) Unless otherwise requested or approved in advance by Philip Morris, NEODATA 
will ensure that its telemarketing sen/ices comply with the following throughout the term of the 
Agreement. 

(i) no less than 95% of all calls will be answered within 20 seconds; 

(ii) queue size will be no larger than 1.5 calls to 1 CSR on duty; v 

(iii) ratio of lead operators to CSRs will be no less than 1:12; 

(iv) percentage of blockage transfer to IVR message or forced busy signal will not- 
exceed five percent; 

(v) average speed to answer calls will be 20 seconds or less;—>> 

(vi) abandon rate will not exceed five percent;' 

(vii) CSR utilization will be sixty percent or greater; 

(viii) NEODATA's screen response time from NEODATA's local database will average 
-— a rrunimum 1.5 seconds and actual screen response time will not exceed 3 seconds; 

and, 

(ix) Philip Moms will be responsible for initial and ongoing product training. Neodata 
will be responsible for additional training due to CSR attrition. 

(h) NEODATA will maintain in full working order and operate in a safe and secure 

---- ' 7 - ( 

manner all equip ment and machincsjequired for NEODATA's performance of its obligations 
u nder the Agree ment, incl uding RAN machines to provide announcements to Callers on hold and , 
al l othe nhardware and softwa re required to further enhance the Program . - 

(i) If and when requested by Philip Morris, NEODATA will permit Philip Morris to 
assign its corporate identification to telephone lines terminating at NEODATA and used by 
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NEODATA in connection with its performance of the Agreement and Philip Morris will 
reimburse NEODATA, at cost, for the line charges. 

(j) NEODATA will ensure that all Callers meeting the criteria for "exception/problem" 
calls are immediately transferred during scheduled hours of operation designated or approved by 
Philip Morris, directly to Philip Morris’ designated representatives. 

(k) NEODATA will implement and maintain a real-time database of Callers in 
accordance with parameters mutually agreed upon by the parties (the "Alert System Database") 
and will compare incoming Callers’ Automatic Number Identifier to records on the Alert System 
Database and respond to appropriate Callers in accordance with the instructions to be mutually 
agreed upon by the parties. 


(l) NEODATA will implement and maintain real-rime signature order, co nsumer 
affairs and retailer databases in accordance with the parameters mutually agreed upon by the parties 
and NEODATA will maintain and permit read only access to the databases by P hilip Morris, the 
CSRs, and third parties designated or approved by Phili p Morris, in acco rdance with the 
instructions to be mutually agreed upon by the parties. 

(m) NEODATA will collect and store data from Callers, including whether the Caller is 

a smoker twenty-one years of age or older, name, complete-address and telephone number and 
other information reasonably requested by Philip Morris, in a form satisfactory to Philip Morris / 
and ensure that the data ts easily accessible by Philip Morris. "" 

(n) NEODATA will continually monitor telemarketing and communications aspects of 


the Program to ensure quality control and maximize cost and functional efficiency. 
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(o) NEODATA will grant Philip Morris twenty-four hour unrestricted real-time 
dedicated access to data.stored in NEODATA’s ACD computer system using methods clearly / 
described to and approved in advance by Philip Morris.. 

(p) NEODATA will gram Philip Morris twenty-four hour unrestricted access through \ 
the use of Melco units to permit Philip Morris to monitor the performance of CSRs retained by j 
NEODATA in connection with the Program. 

(q) NEODATA will design, develop and implement at Philip Morris' request a 
computer program which will permit NEODATA restri cted access to Philip Morris' propriet ary 
and confidential Query System and Signature File. 

(r) NEODATA will deliver to Philip Morris daily "switch" reports in a form 
satisfactory to Philip Moms and, on or before the dates designated by Philip Morris, will deliver 
customized weekly, monthly and year-to-date reports, and call content reports, each in a form 
mutually agreed upon by the parties. 

(s) If and when requested by Philip Morris, NEODATA will perform analyses and 
deliver to Philip Moms written recommendations for. 

(i) umc periods for live coverage; 

(ii) the use of voice response units; 

(iii) the need for multilingual agents or alternative mechanisms to handle calls 
from non-English speaking callers; 

(iv) Script modifications; 


(v) modifications of the types of data collected; 

(vi) modifications of reporting criteria and format; and, 

(vii) other aspects of the Program relating to the services performed by 
NEODATA. 
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(0 NEODATA will back up all data maintained in connection with the Program on a 
daily basis. NEODATA will prepare and deliver to Philip Morris, for its advance approval, a 
written disaster recovery plan which includes procedures for rerouting calls on the 800 Numbers 
with no more than a four hour interruption in service and ensures against loss of data in the event 
■of equipment failure; and. if and when NEODATA deems necessary or when requested by Philip 
Morris, NEODATA will implement the plan. NEODATA will assume responsibility for costs 
incurred in connection with consumer calls received and other system-related costs during that 
portion of an interruption in service that exceeds four hours duration. 

(u) NEODATA '.'.nil provi de, subject to applicable law and building restrictions, in. or 
in anare a easily ac cessible to, the area which NEQDATA's CS Rs perfbnrLseiyices for Philip 
Morris, a smoking break room of reas onable size to accommodate NEQDATA's work force 
perf orming se rvices for Philip Morris, and equipped with ventilation to the outside of the building. 

(v) If and when requested by Philip Morris, NEODATA will perform outbound 
telemarketing services, which will include callbacks and follow-up calls in accordance with the 
instructions to be mutually agreed upon by the parties. 

C. The General Support Services to be provided by NEODATA in connection with 
the Program will include the following: 

(a) Unless otherwise designated or approved by Philip Morris, NEODATA will 
provide the services of no less than seven professional persons satisfactory to Philip Morris 
("Client Sendee Team") who will provide full-time services for, and will be dedicated exclusively 
to, Philip Morris. The Client Service Team will consist of no less than one individual to be 
assigned as "Overall Philip Morris Manager," one individual assigned as " Facility Manager" and 
one individual assigned as “Client Account Manager," and other support if and when reasonably 
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requested by Philip Moms. If at any time Philip Morris is dissatisfied with the performance of a 
member of the Client Service Team. Philip Morris will notify NEODATA and NE OD ATA will 
immediately replace the Team member with a Team member satisfactory to Philip Morris. 

(b) Be available to meet at reasonable times with Philip Morris representatives at 
locations to be mutually agreed upon by the parties; and 

(c) Serve as a general resource for the benefit of Philip Morris by assisting on all 

telemarketing and fulfillment aspects of the Program. - 

2, WA RRA NT IES. 

(a) NEODATA warrants that its performance at all times.will be in compliance with 
applicable local, state and federal laws and regulations, including those relating to employment, 
payroll taxes, non-discrimination, OSHA, call monitoring and other governmental compliance. 

(b) NEODATA warrants th$t the computer hardware and software used to perform 
services in connection with-the Program does not violate any patents, copyrights, trade secrets, 
trademarks or other proprietary rights of any third party. 

(c) NEODATA further warrants that it has extensive experience in rendering services 
similar to the services contemplated by the Agreement, and acknowledges that Philip Morris has 
relied upon this warranty as a material basis for its decision to enter into the Agreement. The 
recruiting and selection process of CSRs rendering services to Philip Morris will include best 
efforts to ensure CSRs are 21 years of age or older, possess positive customer service oriented 
experience, and a clear speaking voice. No CSR will be less than 18 years of age. If at any time 
Philip Morris is dissatisfied with the performance of a CSR or other NEODATA employee, Philip 
Morris will immediately notify NEODATA and NEODATA will replace the CSR or other 
employee with a CSR or other employee satisfactory to Philip Morris. 
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• (d) NEODATA will ensure that the techniques, materials, products and instruments 
used to perform or created in performing services, other than those provided by Philip Morris, do 
not violate any patents. copyrights, trade secrets, trademarks or other proprietary rights of any third 
party. 

(e) Philip Moms warrants that the written materials, instructions and MCS 
Merchandise provided to NEODATA in connection with the Program will comply with applicable 
law and will not violate any patents, copyrights, trade secrets, trademarks or other proprietary 
rights of any third party. 


(a) In consideration for the services rendered by NEODATA throughout the term 
of the Agreement, Philip Moms will pay NEODATA in accordance with the rate schedule set 
forth in Exhibit D. Philip Morris will pay NEODATA on a monthly within t hirty days ofPhilip 
M orris’ receipt of an itemized invoice detailing services performed, th e actual time spe nt 
performing the service, the amount deducted from the Account in ac cordance with subparagr aph 
l(A)(k) of the Agreement and other information reasonably requested by Philip Morri s. 

(b) Philip Morr is will reimburse NEODATA, at cost, for expenses incurred in 
purchasing the supplies listed on Exhibit E. Expenses in excess of S2Q m ust be submitted w ith 

^ ^ '■ ■■ — ■ —-- - ' ' ->41 1 'W - .. ^ 

r eceip ts. N EODAT A-WilLs ubmit detailed budgets of estimated expens es, in the form attached as 
Exhibit F, to Philip Mom s for its advance approva l. Expens es in excess of $250 which are no t 
included in an approved budget must be approved in advance by Philip Morris. Philip Morris will 
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rei mburse e xpenses within t en days of Philip Morris’ receipt of adequate do c umentation of - 
ex penses incurred. ' 

(c) NEODATA will provide six hundred hours of programming services to Philip 
Morris for use in developing customized repons requested by Philip Morris. If and when Philip 
Morris requests a customized report, NEODATA wiil deliver to Philip Morris, for its advance, 
written approval, a written estimate of the hours of programming services required to prepare the 
report. The hours of programming services rendered will be deductedTrom the six hundred hour 
total available to Philip Moms until the Six'hundred hours provided by NEODATA are completely 
utilized. Following complete utilization of the six hundred hour total, customized reports requested 
by Philip Morris will be prepared at the expense-of Philip Morris following Philip Morris’ 
advance, written approval of a written estimate of the programming services to be rendered and the 
expenses to be incurred therefor. 

4. TERM and TERMINATION . 

(a) The term of the Agreement commenced as of January 1, 1994 and will continue 
until the later of Apni 30. 1995 or NEODATA's complete performance to the satisfaction of Philip 
Morris and the rendering of a final accounting and wrap-up report by NEODATA. 

(b) Philip Moms may terminate the Agreement, with cause, upon thirty days advance 
written notice to NEODATA. 

(c) NEODATA may terminateriris-Agre ement upon thirty days advance, wri tten 
not ice to Phi lip Moms if Philip Morris fails to pay when due all sums not subjec t to_ di s pate 
pa yable to NEO DATA. 

(d) if and when the Program is extended, the Agreement will be amended to make the 
term of the Agreement co-extensive with the term of the extended Program and to include services 
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to be rendered by NEODATA in connection with the extended Program and payments to be made 
by Philip Morris for the additional services to be rendered. If and when the Agreement is 
amended or extended to reflect an extension of the Program or NEODATA’s performance of 
services in connection with Philip Morris programs unrelated to the Program, the parries will re¬ 
negotiate the termination rights set forth in Paragraph 4. 


(a) All material prepared or developed by NEQD ATA in connection with the 
Agreement, with the exception of co mputer hardware and softw are utilized by NEODATA in 
p erforming the Ag reement, will become the property of Philip M orris and NEODATA hereby 
agrees to assign'to Philip Moms any and all copyrights in and other rights to the material. 
NEODATA will not engage or permit-the creation of any copyrightable material for Philip Monis 
by any person : who is not a regular full time employee whose work is performed on NEODATA's 
business premises unless that person agrees-toexecute an assignment to Philip Morris of any and 
all copyrights in all material created in a form acceptable to Philip Morris. Upon the acceptance by 
Philip Morris of any copyrightable material prepared by NEODATA, NEODATA, at the request 
of Philip Morris, will assign all of its right, title and interest in and to the material to Philip Morris 
and will execute an assignment in a form acceptable to Philip Morris. 

(b) Philip Morris will supply or have the right to approve or reject, in advance, all 
dements of Philip Moms’ involvement in the Program as well as all materials, including, 
advertising, catalogs, press releases, certificates, flyers, and other promotional materials used in 
connection with the Program and the manner of their use. AU-MCS-tnerchandisejereived nr 
stored_by_NEQDATA is andw/vlWemaiaihe-pio peny of Philip Morris. NEODATA 
acknowledges that it has no right in and to .the MCS merchandise and agrees not to act in any 
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manner inconsistent with or damaging to Philip Morris’ ownership rights in the MCS 
merchandise. NEODATA will not use Philip Morris' name, logo or likeness or the name, logo or 
likeness of any Philip Morris product in any materials it produces or distributes without the 
advance written approval of Philip Morris except that NEODATA may use materials provided to 
NEODATA by Philip Morris as expressly authorized in the Agreement. No materials furnished 
by Philip Morris shall be changed without the prior written approval of Philip Moms. 

NEODATA will not sell, give away or allow to be sold or given away any Philip Morris materials 
in connection with the Program, other than the MCS merchandise, without the prior written 
approval of Philip Moms. 

6. STANDARDS . 

NEODATA's performance wili be in accordance with the highest industry 
standards prevailing for similar first-class telemarketing and fulfillment service firms in the United 
States. The parties' intent is to provide the best possible atmosphere and environment for the 
conduct of the Program, and NEODATA will use its best efforts to accomplish this in the 
administration, operation, servicing, data collection and storage, reporting, and coordination of 
telemarketing and fulfillment activities in connection with the Program. Philip Morris may make 
recommendations for the conduct of the Program with this goal in mind and NEODATA will 
effect the recommendations whenever possible. 

7. RECORDS . 

(a) NEODATA, its employees and agents will maintain detailed and accurate books 
and records of account with respect to activities undertaken on behalf of Philip Morris. 

NEODATA will provide periodic reports as and when requested by Philip Morris and a final 
accounting within thirty days of completion of all services. The final accounting must include an 

-17- 
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itemization of ail expenses incurred and must be certified by an appropriate officer or authorized 
representative of NEODATA. Philip Morris or its designated agent may inspect and review 
NEODATA's books and records at reasonable times during normal business hours upon 
reasonable, advance notice to NEODATA and at the expense of Philip Morris. 

(b) Unless otherwise directed by Philip Morris, NEODATA will store ail data 
collected in connection with NEODATA’s performance of the Agreement for two years following 
NEODATA’s receipt of the data. All stored data will remain accessible to Philip Morris and Philip 
Morris or its designated representatives may inspect, review and copy the data at reasonable times, 
during normal business hours upon reasonable advance notice to NEODATA. U pon the 
expiration of the two-year period, at the request and expense of Philip Morri s, NEODATA will 
deliver the data to Philip Moms or third parties designated by Philip Morris. 

8. CQ21FJ D E IS.TI AJL J TX 

With the exception of filing the Agreement in compliance with securities laws 
applicable to NEODATA, NEODATA, its employees and agents will hold strictly confidential the 
existence and terms of the Agreement and all information and materials provided by Philip Moms 
to NEODATA, including the existence, size and contents of the Query System and the Signature 
File and all other databases maintained by Philip Morris, which Philip Morris considers to be 
confidential, proprietary information. The information and material provided by Philip Morris or 
obtained by NEODATA in connection with its performance of the Agreement will remain the 
property of Philip Morris. NEODATA will not use such information and materials for any 
purpose other than to fulfill its obligations under the Agreement and will cause the information and 
materials to be retained in complete confidence and prevent the improper use or disclosure thereof 
by NEODATA’s employees, agents, and subcontractors. NEODATA will require all 

ro 
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subcontractors to enter into signed confidentiality agreements with NEODATA in a form 
approved in advance by Philip Morris, and will actively enforce the terms of confidentiality 
agreements. If NEODATA is requested or required to disclose confidential informadon to a third 
party in connection with valid legal process or any ongoing civil or criminal investigation, or any 
judicial or administrative proceeding, NEODATA will comply with the request or requirement 
only after providing notice of the request or requirement to Philip Morris so that Philip Morris 
may, if it chooses, seek an appropriate protective order. Upon termination or expiration of the 
Agreement, or within thirty days thereafter, NEODATA will return all materials to Philip Morris. 
NEODATA will not disclose the terms or the existence of the Agreement to third parties without 
the prior written consent of Philip Morris. NEODATA's obligation to maintain confidentiality will 
survive the terminanon or expiration of the Agreement. 

9. INDEMNITY . 

(a) NEODATA indemnifies and holds harmless Philip Morris, its affiliates and their 
officers, employees, directors and agents from all claims, liabilities, costs and expenses, including 
reasonable attorneys' fees, that arise from, or may be attributable to errors, omissions or fault of 
NEODATA. NEODATA's obligation to indemnify and hold harmless Philip Morris does not 
extend to acts undertaken at the express, written direction of Philip Morris. NEODATA has 
chosen to perform certain data processing services pursuant to the Agreement at a NEODATA 
facility situated in Limerick, Ireland. NEODATA will defend and indemnify Philip Morris, its 
affiliates and their officers, employees, directors and agents from all claims, liabilities, costs and 
expenses, including reasonable attorneys' fees, that arise from, or may be attributable to 
NEODATA choosing to perform data processing services in Limerick, Ireland. NEODATA's 
obligation to indemnify and hold harmless will survive the termination of the Agreement. 
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(b) Philip Moms indemnifies and holds harmless NEODATA, its affiliates and their 
officers, employees, directors and agents from all claims, liabilities, costs and expenses, including 
reasonable attorneys' fees, that anse from, or may be attributable to errors, omissions or fault of 
Philip Morris. Philip Moms' obligation to indemnify and hold harmless will survive the 
termination of the Agreement. 

10. INSURANCE . 

(a) Within ten days of execution of the Agreement, NEODATA will deliver to Philip 
Morris certificates of insurance evidencing coverage for (1) comprehensive general liability, 
including, advertiser, participants' and contractual liability, with limits of no less than $10,OCX),000 
combined single limn for personal injury, including bodily injury and property damage; (2) 
comprehensive automobile liability, including all owned, non-owned and hired vehicles, with 
limits of no less than SI0.000.000 combined single limit; (3) statutory worker's compensation 
coverage meeting all state and local requirements, including coverage for employer's liability with 
limits of no less than SI 0,000.000; and, (4) fidelity insurance with limits of no less than 
$5,000,000 per occurrence covering acts of employees. The insurance certificates required must 
name Philip Moms incorporated, its affiliates, agents, representatives, employees and assigns as 
additional insureds and NEODATA must provide Philip Morris at least thirty days advance, 
written notice of a cancellation or modification of the insurance. The insurance must be primary 
coverage without right of contribution from any other Philip Morris insurance. Insurance 
maintained by Philip Moms is for the exclusive benefit of Philip Morris and will not inure to the 
benefit of NEODATA. NEODATA assumes responsibility for ensuring that all subcontractors 
utilized by NEODATA in connection with the Agreement are adequately insured. 
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(b) Philip Moms assumes responsibility for insuring the MCS Merchandise to be 
distributed in connecnon with the Program. 

11. INDEPENDENT CONTRACTOR . 

NEODATA is an independent contractor and the Agreement shall not be construed 
to create an association, partnership, joint venture, relation of principal and agent or employer and 
employee between Philip Moms and NEODATA or its agents within the meaning of any federal, 
state or local law. NEODATA will not enter into any agreement, oral or written, on behalf of 
Philip Morris or otherwise obligate Philip Morris without Philip Morris' advance written approval. 

12. F.XCMHVITY . 

During the icrm of the Agreement NEODATA will not, without the prior written 
consent of Philip Moms, engage in comparable activities for any company or entity whose 
business competes with any tobacco product of Philip Morris. 

13. THIRD SMRTY CONTACTS . 

If at any time NEODATA is contacted by a third party, including the media, other 
than as contemplated by the terms of the Agreement, concerning the terms or existence of the 
Agreement or NEODATA's activities on behalf of Philip Morris, NEODATA will make no 
comment, immediately notify Philip Morris of the third party contact, and refer the third party to 
Philip Morris, Attention: Vice President, Corporate Affairs. 

14. MISCELLANEOUS. . 

(a) The Agreement and all matters collateral hereto, shall be governed by the laws of 
the State of New York applicable to agreements made and to be performed entirely within the State 
of New York. 
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(b) NEODATA will comply with all applicable laws, regulations, and ordinances 
relating to its performance of the Agreement, and will acquire and secure all permits and licenses 
and pay all fees necessary for its performance hereunder. 

(c) NEODATA acknowledges that it is cognizant of the provisions of Tide 15, 

Sections 1331 of the United States Code. 

(d) This Agreement is the complete agreement between the parties and supersedes any 
prior oral or written agreement concerning the subject matter. 

(e) If any provision of the Agreement is held invalid or unenforceable, the remaining 
provisions will remain in effect. 

(0 The Agreement may not be amended or assigned except in a writing signed by both 
parties except that Philip Moms may assign this Agreement to any of its affiliates without the 
consent of NEODATA. If an assignment occurs, the assignment will not relieve the assigning 
party of its liabilities and obligations under the Agreement. The Agreement is binding upon 
successors and assignees of the parties. A waiver by either party of any of the terms and 
conditions of the Agreement in one or more instances will not constitute a permanent waiver of the 
terms and conditions. 

(g) Notices provided shall be in writing and sent by certified mail, return receipt 
requested. Notices to NEODATA will be sent to NEODATA Services, Inc., 833 West South 
Boulder, Louisville, Colorado, 80027-2499 , Attention: Chief Executive Officer, with a copy to 
Weil Gotshal & Manges. 100 Crescent Court, Dallas, Texas 75201; Attention: Mary R. McNabb, 
Esq. Notices to Philip Moms will be sent to Philip Morris Incorporated, 120 Park Avenue, New 
York, New York 10017, Attention:_. 
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be duly 


executed as of the date and vear first above written. 


NEODATA SERVICES, INC. 


Kn'vn. 


PHILIP MORRIS INCORPORATED 


Title: 

Taxpayer ID# 1*3 -1 ^ Cl 2- 


Filing Status: 


Titl^: S^nior{v;.cg President, Marketing 
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EXHIBIT A 


MCS Merchandise 




Item 

Estimated Cost 

Weight 

Denim Shirt 

S 

19.50 

1.5-2.0 lbs. 

Denim Jacket 

$ 

37.50 

3.0-4.0 lbs. 

Bam Jacket 

s 

70.00 

4.0-5.0 lbs. 

Bandanna 

s 

1.00 

4.0 oz. 

Blanket 

s 

37.50 

4.0-5.0 lbs. 

Stainless Steel 




Vacuum Bottle 

$ 

15.00 

1.01b. 

BBQ Utensils 

s 

30.00 

3.5 lbs. 

Utility Pocket Tool 

s 

22.50 

8.0 oz. 

Harmonica 

s 

25.00 

3.5 oz. 

Dopp Kit 

s 

17.50 

10.0 oz. 

Cap 

s 

6.00 

4.0 oz. 

Solar Radio 

s 

10.00 

7.0 oz. 

Pool Table 

S1500.00 

N/A, 

Wallet 

$ 

12.50 

3.0 oz. 

Canvas Bag 

s 

25.00 

1.0 lb. 

Dart Board 

s 

67.50 

22.0 lb. 

T-Shirt 

s 

5.50 

5.2 oz. 

Watch 

s 

59.00 

3.0 oz. 

Zippo Lighter 

s 

9.00 
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EXHIBIT B 


Direct Marketing System 



uros Manual 


Philip Morris, U. S. A. 

4Q1993 
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_ Prepared by: d/xisiaAis _ Ph: fSf2)2.20 -4460 

(Pltuse direct qucitlonn to) 

Philip Morris Direct Marketing 
PROGRAM KEYING INSTRUCTIONS 
(Instructions to be used in conjunction with Procedures Manual dated 11/1/93) 

-i 

__ Supplier//: ' _„___ 

__ Supplier Name; , _•_ 

Address: ___ j_ 


PROGRAM INFORMATION 
P.O. Box Number 
Survey Format 

Delivery Method and Class of Postage 

- Valid Cells 
Mail Code 

Estimated Date of 1st Response 

- Estimated Total Keyed Responses* 
Estimated Weekly Keyed Responses* 
Sweepstakes/Survey Expiration Date 
Tape Recipient H\ 

Tape Recipient #2 


Tape Transmittal Timing 
- Tape Report Recipient #1 
Tape Report Recipient #2 
Retention Guidelines 

/.29898TV0Z 

•Must be filled in 


PM/Richmond (Tape Library) 


Weekly (Please call contact If tape li not shipped due to insufficient amount of records) 

PM/Richmond 


Tape: One (1) year from expiration date 

Source Document: Minimum three (3) years unless written approval given to shred 


Date: 


Expiration Date: 
Program tk _ 
Program Name: 
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O a ( C: __ Prepared by: %yjTstcU& Spafudau _ _ f*h : faf2)220 -446b 

\ r 

Philip Morris Direct Marketing 
PROGRAM KEYING INSTRUCTIONS 
(Instructions to be used in conjunction with Procedures Manual dated 11/1/93) 

Please key the following fields for the program specified above Where necessary, coding for fields has been specified For explanation 
of codes, see Procedures Manual or call the preparer of these instructions 


Key 

Field 

Data 

Key 

Field 

Data 

Key Field Data 

ir 

H 

Description 

11 

u 

Description 

If H Description 

□ 

l 

Supplier Code 

□ 

23 

Education Level 

□ 45 Filter 

□ 

2 

Data Type Code 

□ 

24 

Occupation 

□ 46 Packaging 

□ 

3 

Program Number 

Q 

25 

Smoker Indicator 

□ 47 Buy Kind 

□ 

4 

Program Phase 

□ 

26 

Previous Address Line 1 

□ 48 Duration 

□ 

5 

OCR Mail Code 

□ 

2? 

Previous Address Line 2 


□ 

6 

OCR Cell Number 

□ 

28 

Previous City 

• Media and Offer Coding 

0 

7 

OCR Unique I D. 

□ 

29 

Previous State 

(Fields 49, 50. 51, and 52) 

o 

8 

OCR Name Control Number 

□ 

30 

Previous Zip Code 


□ 

9 

OCR MOD 10 Check Digit 

□ 

3! 

Previous Zip Code Extension 

Key Media, and Offer categories and codes in the 

□ 

10 

Title 

□ 

32 

Previous Address Status 

following combinations only. Refer to attachments 

□ 

n 

First Name 

□ 

33 

Current Address Line 1 

for samples of the docmnent(s) which will be received 

□ 

12 

Middle Initial 

□ 

34 

Current Address Line 2 


□ 

13 

BLANK (Filler) 

□ 

35 

Current City 

P.O. Media Media OfTcr Offer 

□ 

14 

Last Name 

□ 

36 

Current State 

Box* Category Code Cat. Code 

□ 

15 

Generation Suffix 

□ 

37 

Current Zip Code 

_JL_ _Field 49., Field 50 Field 51 Field 52 

□ 

16 

Professional Title 

□ 

38 

Current Zip Code Extension 


□ 

17 

Gender 

□ 

39 

Household Income 


□ 

18 

Ethnic Background 

£0 

40 

Date of Response (Date Keyed) 


□ 

19 

Date of Birth (KEY VERIFY) 

□ 

41 

Regular Brand (KEY VERIFY) 


□ 

20 

Area Code 

O 

42 

Length 


□ 

21 

Phone Number 

O 

43 

Flavor 


□ 

22 

Marital Status 

0 

44 

Tar Level 



8298981K>Z 

Page 2 
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Dale;__ Prepared by: t fp-cvu>ta' ___ Ph: (2j220. &0 

\ 

Philip Morris Direct Marketing 
PROGRAM KEYfNG INSTRUCTIONS 
(Instructions to be used in conjunction with Procedures Manual dated 11/1/93) 

Please key the following fields for the program specified above Where necessary, coding tor helds has been specified for explanation 
of codes, see Procedures Manual or call the preparer of these instructions___' 


Key 

Field 

Data 

If 

H 

Description 

□ 

53 

Loyalty 

□ 

54 

Coupon Usage 

O 

55 

Redeemers Response 
Count 



Share of Purchases 

□ 

56 

Blank (Filler) 

□ 

57 

Blank (Filler) 

□ 

58-75 

Brand Choices 2 thru 10 
# Packs/30 Days for Each 
Choice 



Consideration Set 

D 

76-95 

Up to 20, 3 Character 
Brand Codes 



Sports 

O 

96-115 

Up to 20, 1 Character 
Sports Codes 


629998TF02 


Key 

Field 

Data 

If 


Description 

Activities 

O 

116-135 

Up to 20, 2 Character 

Activity Codes 

□ 

136 

Signature Present Flag 
(KEY VERIFY) 

□ 

137 

Previous Brand 

□ 

138 

Fulfillment Indicator 

□ 

139 

Blank (Filler) 

□ 

141 

UPC Code 

□ 

142 

PSC Order Number 

□ 

143 

Regular Brand Cigarette Offers 

□ 

144 

Alternate Purch. Cigarette Offers 

□ 

145 

Preferred Reading Language 

D 

146 

Receive Smoker Information 

□ 

147 

Protecting Smoker Rights 

a 

148 

Filler (Never Populate) 

□ 

149 

Ethnic Source 

□ 

150 

Film Index Number 

□ 

151 

While Mail Indicator 

□ 

152 

Location of Purchase 



Supplementary Data 

0 

153 

Filler (Never Populate) 


Key Field Data 

If H Description 

r~ ~ ; *— 1 - 

Spatial Inrtruetions for Supplementary 
0 140 (Positions .519-619) 

SgL M lchmet^ 

Number Description 


□ 154 Total Record Count for Data 

Type C Records Only 


Pave 
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Introduction 


The Philip Morris, U.S-A. Direct Marketing System Procedures Manual ® is intended 
to provide all of the information necessary to plan, execute and evaluate a direct 
marketing program using the PM Database. This manual should be used by all of 
Philip Moms' agencies and suppliers who either receive data from or provide data 
for input to the Philip Morris Direct Marketing Database. 

Because of the variety and complexity of the direct marketing programs undertaken 
by PM as well as the database itself, we have attempted to formalize procedures and 
establish minimum requirements which will ensure the smooth execution of pro¬ 
grams. This Manual sets out the procedures and minimum level requirements of 
the Direct Marketing Group in New York as’ well as those of the Richmond 
Processing Center. It also provides helpful information and planning tools for suc¬ 
cessful direct marketing program execution. 

This Manual has been written with a number of different audiences in mind. These 
include PM's Suppliers and Agencies as well as internal PM organizations and em¬ 
ployees. Not all of. the material covered in the Manual is appropriate for all of the 
audiences. Therefore, -you may find that certain Chapters are omitted from this copy 
of the Manual. This is intentional. If you. feel you are missing a chapter which you 
need, please contact the Database-Manager. 

From time to time this Manual will be updated with new or changed procedures 
and requirements. We encourage the input of all of our agencies and suppliers in 
order;to keep this Manual as up-to-date and useful as possible. 

The information, forms, procedures and all other material in this Manual are not 
only copyrighted but are also hi ghly confidential . No part of this manual may be 
copied at any time. If additional copies are needed, call PM Direct Marketing in New 
York. Disclosure of the infqrmation in this Manual is to be on a need-to-know basis, 
in keeping with the Confidentiality Agreement in place with all of our Agencies and 
Suppliers. 
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Chapter 2: Database Input 

This Chapter describes information about and the procedures for: 

o Keying Instructions and Standards 
o Required Reporting for Input Data 
o Tape Generation, Schedule and Transmittal 
o Retention of Data 
Attachments to this chapter include: 

o Master Brand Code Table 
o Master Sports and Activities Table 
o Keying Instructions Sample 
o Sample Forms 

- Supplier Set-up/Change - , 

- Tape Return IVansmittal Sheet 

- Undeliverable Mail IVansmittal 


Philip Moms U.S.A Direct Marketing System 
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Philip Morris Direct Marketing 

Database Input Requirements 


r nt r o d a rt ton 

AH Suppliers must provide input to the Philip Morris Direct Marketing 
Database in the same format regardless of the kind of program or source 
document being handled. This Requirements Document provides all of 
the information necessary for a Supplier to set-up systems and processes to 
correctly key and transmit data to the Database. 

This Requirements Document is divided into the following nine parts: 

Instructions for Specific Programs 
Definitions of Core and Supplementary Data 
General Keying Instructions and Requirements 
OCR Mod 10 Check Digit Calculation 
Field-Specific Processing and Editing Requirements 
Input File Data Type Coding 

Input File Format - Including Allowable Values by Field 
Input Data Reporting Requirements 
Schedule and Tape D-ansmittal 

InstructioicLfor Specific Programs 

This Database Input Requirements document describes the minimum re¬ 
quirements for Suppliers to follow when handling data entry’ for any PM 
program. As such, it represents the starting-point from which all 
Suppliers should build in handling a specific program. 

Program-Specific Keying Instructions will be issued for individual pro¬ 
grams upon supplier selection. These instructions will include: 

Program-Specific Coding (e.g. Program #, Media Codes, etc.) 
Confirmation of the Fields to be Keyed 

Description of Supplementary Data Requirements (see definition 
below) 

Sample Source Document(s) 

Tape TYansmittal Forms 

The combination of requirements in this document and the Program- 
Specific Instructions represent what Philip Morris expects from the select¬ 
ed supplier and will be the basis upon which we will evaluate supplier 
performance. 
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A. Keying Instructions and Standards (cont’d.) 
Database Input File Data Types (cont’d.) 

Code de sc ription 

F Complied Responder - This data type code identifies responders 

who needed to take additional action to comply with the pro 
gram for fulfillment. 

Cod£ Description 

W White Mail Responder - This data type code will be used by sup¬ 

pliers when keying OCR coded responses that are deletes, de¬ 
ceased, quitters or non-smokers that have been received as white 
mail. See Chapter 10 for more information on White Mail 
Procedures. 

T General Telmarketing - Besides telemarketed responders, this 

code can also be used by suppliers sending only telephone num¬ 

bers to the database. 

U Undeliverable Mail'- This data type code will be used by 

Suppliers to identify mail returned by the Post Office (See 
Chapter 4 for handling procedures). 

Correct data type coding by Suppliers will enable the Richmond Data Center to apply 
the appropriate processing for the data provided. Incorrect coding of this field will 
result in errors on the database and/or file rejection prior to an update. 

General Keying Rules and Requirements 

There are a number of general rules and requirements for Suppliers providing data 
for input to the Direct Marketing System. It is essential that all of these rules, as 
well as rules and requirements which are provided for specific programs, are fol¬ 
lowed. 


1. In fields designated as character (Char), all data is to be left justified. 
Only upper case characters or numbers that will not be used for calcula¬ 
tions on are permited. If upper and lower case characters are keyed for 
fulfillment imaging purposes, they must be converted to upper case 
prior to shipment to Richmond. 

2. In fields designated as numeric (Num), only numeric data is acceptable. 
That data should be right justified and high order zero filled. For ex¬ 
ample, field 154 of the Control Total record (Data Type Q is the Total 
Record Count field and is 8 numerics long. If 100,000 records are on the 
tape, that field would read - 00100000. 
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A. Keying Instructions and Standards (cont’d.) 
General. Keying Rules and Requirements (cont'd.) 

9. Names provided by responder's as additional names of smokers over 
21 years old in the household must be keyed as separate records with 
complete information, including all of the address Helds. A separate 
program number will be provided for such additions to the Database. 

If the last name of the "other name in household" is the same as the 
responder's, assume that the additional name has the same address as 
the responder. (The address should be " duped in" to the "other name 
in household" record.) • ~ : 

Although these names will not be used until we have received posi¬ 
tive confirmation that the additional name provided is over 21 years 
old and interested in receiving information about cigarettes through 
the mail, this has proven to be a very valuable name .generation 
source. 

10. If more than one regular brand is provided in answer to the regular 
brand question, record the first brand in Regular Brand field (# 41) and 
the second brand in the first field of Consideration Set (Field # 77). 

If brand names are given that are not on the current brand code table 
(i.e., "unknown"), the supplier must retain a list of these brands and 
forward to the responsible Agency on a monthly basis. The "un¬ 
known" brand should be coded under the allowable value for "un¬ 
known" brand (i.e., 000; see Brand Code Master Table in appendix.) 

OCR Mod 10 Check Digit Calculation 

OCR Codes are sixteen (16) character codes which are used exclusively for Database 
generated programs. OCR Codes are not used for media generated programs. OCR 
Codes have two critical functions. First, they uniquely identify the individual per¬ 
son on the database. This is crucial for purposes of correctly posting response data. 

Second, they serve as a means of identifying a program number and coupon value 
for coupon keying purposes. 

The OCR Code MOD 10 Check Digit is an essential part of maintaining Database in¬ 
tegrity. It is used to verify that the first fifteen (15) characters of the OCR Code have 
been keyed correctly by data entry suppliers. 
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A. 


Keying Instructions and Standards (cont’d.) 


OC R Mod IQ Check Di git Calculation (confcL). 


‘IMPORTANT: Should the sum of numbers be 90 or above, the result should not 
be subtracted from the next highest decile (100). Instead, the second digit of the 
number becomes the check digit. Example: 

Sum this 2 + 4 + 6 + 8 + 8 + 8 + 9 + 9 + 9 + 9 + 4 + 4 + 3+ 6 + 3 : = 92 

Check Digit =2 

Compare this Check digit with the keyed check digit. If they do not agree, rekey 
the OCR Code and repeat the algorithm to confirm the newly keyed check digit 


If any problems are encountered, the Supplier should set that document aside and 
attempt the same process with another document. If the same problem occurs, the 
Supplier should STOP KEYING ALL RESPONSES TO THE PROGRAM AND IMME¬ 
DIATELY CONTACT THE RESPONSIBLE AGENCY OR PM DIRECT MARKETING 
IN NEW YORK. 

As previously stated, this procedure is critical to the integrity of the Database. Any 
failure to comply could result in immediate termination of a Supplier's services to 
Philip Morris. 
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A. 


A. Keying Instructions and Standards (cont’d.) 

Field^Snedfic Eroccssine and Ediiine Keauirements (cont'dd 

Field 

1- 

Field 

_ — - 

- -> j - ■-—*----- 

£ 

Nanis 


Special Processing or Editing 

41 

Regular 

Brand 

Key verify this field. There are two acceptable 


means of key verification. 1) The operator keys 
the field "blind" (i.e., the operator cannot see 
what is being keyed) and then keys the informa 
tion a seond time with the data displayed. Or, 

2) the survey is passed on to a second operator 
and the information is keyed a second time. 

When keying brand, allow for input of first 
three or four letters of brand name. System to 
respond with full brand name and operator is to 
verify. If more than one brand name has the 
same first three or four characters 
(e.g. Cambridge and Camel), system should list 
all brand names that share those three characters 
and the operator is to choose one. 

An operator may not memorize brand codes. 

On output, convert the three or four character 
alpha field to a three character alpha/numeric 
field based on the conversion table provided in 
the appendix. 

If brand name is not on the brand master table, 
this brand should be added to the monthly re 
port which lists brands not on the brand master 
table. 

58-95 Share of Purchase and Process the brand choices and brands considered 
Consideration Set fields the same as regular brand above. These 

fields do not need to be key verified. 
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A. Keying instructions and Standards (cont'd.) 

Database Input Fife Format 

As previously stated, all Suppliers will provide input to the Database in the same 
format regardless of the kind of program or source document being handled. The 
following format is designed to accommodate all the different data which might be 
captured on the Database for a given program. Allowable values for data in each 
field are detailed in the Appendix. 

There are two general categories of data which are specified in the following format. 
They are: 

Core Data This data is made up of the fields specified from 

Field 1 through Field 154. Core Data will not 
change from program to program. The location 
and the required processing of those fields will re¬ 
main the same for every PM program. 

Given this fact. Suppliers are required to set the 
programming for these fields up in a fashion which 
will adlow for repetitive use over time. PM will 
specify a testing process in conjunction with 
Suppliers to ensure that Core Data is being pro¬ 
cessed and delivered correctly. 

Modifications of or changes in the processing re¬ 
quirements for Core Data will be conveyed through 
revisions of this document. Such revisions will be 
issued to all suppliers. In order to ensure that you 
are complying with the current Database Input 
Requirements, the Version# and Date will be pro¬ 
vided -with the Program-Specific Keying 
Instructions issued for individual programs. 

Supplementary Data This is data which is unique to individual pro¬ 
grams, which typically is not captured on the 
database but may be requested from the supplier at 
a later date to be used fpr research purposes. 

Supplementary Data requirements (allowable val¬ 
ues for the various supplemental fields) will be 
provided in the Program-Specific Keying 
Instructions issued at the time of Supplier 
Selection. In addition to specifying data to be keyed, 
additional Input Data Reports (see following for de¬ 
scription) may be required and will be described. 
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A. Keying Instructions and 


Oatapas 

Field 

£ 

a inpm mg rerm 
Start Pnd 

Position Eg si lion 

J3_L_JLU.V 1 i V V-ii 

I.ength 

Data 

1 

001 

003 

3 

Char 

2 

004 

004 

1 

Char 

3 

005 

009 . 

5 

Num 

4 

010 

010 

1 

Char 

5 

Oil 

013 

3 

Num 

6 

014 

015 

2 

Num 

7 

016 

017 

2 

Num 

8 

018 

025 

8 

Num 

9 

026 

026 

1 

Num 

10 

027 

029 

3 

Char 

11 

030 

044 

15 

Chai 


Standards (cont’d.) 


Data 

Ef.sgiption 
Supplier Code 

This is a unique, permanently 
assigned number which will 
be confirmed in Keying 
Instructions 

Data Type Code 

See Discussion on Page 23 

Program Number 
Issued with Program- 
Specific Keying 
Instructions 


Program Phase 
Issued with Program- 
Specific Keying 
Instructions 

OCR Mail Code 
OCR Cell Number 
OCR Unique I.D. 

OCR Name Control Number 

OCR MODIO Check Digit 
See above for procedure 
and algorithm. 

Title - No Punctuation 
Allowable Values: 

Mr 

Mrs 

Ms 

Dr 

Rev 

First Name 
No Punctuation 
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A. 


Keying Instructions and Standards (cont'd.) 

Database Input Fife Format fcont'd.') 


Field 

Start 

End...... 


Data 

Data 

' ± 

Position Position 

Length 

Tyj2£ 

Description 

20 

. CSS 

-090 

3 

Num 

Area Code 

21 

.091 

097 

7 

Num 

Phone Number 

22 

098 

098 

1 

Char 

Marital Status 


Allowable Values: 

D = Divorced/Separated 
M - Married 
S = Single 
W = Widowed 
U = Unknown/ 

Multiple Answers 
Checked 

23 099 099 1 Char Education Level 

Allowable Values: 

B = Attended Elem. 

C = Some H.S. 

D = H.S. Grad. 

E = Some College 

F = College Grad.. 

G = School Beyond 
College 

U = Unknown/ 

Multiple Answers 
Checked 


24 

100 

100 

1 

Char 

Occupation 

See Appendix 

25 

101 

101 

1 

Char 

Smoker Indicator 

Issued with Program- 
Specific Keying 
Instructions 

26 

102 

131 

30 

Char 

Previous Address Line 1 

See above for discussion 
of address blocks 

27 

132 

161 

30 

Char 

Previous Address Line 2 

28 

162 

189 

28 

Char 

Previous City 
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A. Keying Instructions and Standards (cont’d.) 


Database Input File Format (cont'd.) 

Field Start End Data 

JL Position Position Length Type 

42 313 313 1 Char 


: Data 

D.esc n pti o n 

Length 

Allowable Values: 

N = less than 85's/Non 
Filter 

K = Regular Klngs/85's 
L = Long/100's 
X - Extra Long/ 120's 
U = Unknown/ 

Multiple answers 
checked 


43 314 314 1 Char Flavor 

Allowable Values: 

N = Non-Menthol 
M = Menthol 
U = Unknown/ 

Multiple answers 
checked 


44 315 315 1 Char Tar Level 

Allowable Values: 

M= Medium 
L = Light/Low Tar/ ' 
Mild 

T = Ultra Light/Ultra 
LowTar/Ultra Mild 
X = Extra Light/Extra 
Low Tar/Extra Mild 
W « Lowest (1 mg.) 

F = None (meaning 
Full Flavor) 

U = Unknown/ 

Multiple answers 
checked 

45 316 316 1 Char Filter 

Allowable Values: 

F = Filter 
N = Non-Filter 
U = Unknown/ 

Multiple answers 
checked 
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A. 


Keying Instructions and Standards (cont'd.) 


Database .Input. File Format (cont’d.l 

Field Start End Data 

£ Pssitifln Position Length, Typ e 

51 324 325 2 Char 


52 326 328 3 Char 


53 329 . 329 1 Char 


of Same Brand 
C = Wait for Restock 
D= Buy Another Brand 
U~ Unknown/ 

. -:—v "• ■ Multiple answers 

checked 

54 330 330 • 1 Char Coupon Usage 

Allowable Values: 

A = None 
B = 1 to 2 Times 
K = 3 to 6 Times 
T = 7 or More Times 

1 = Use any coupon 

2 = Occasionally use... 

3 = Only for Reg Brand 

4 = Never use coupons 
U = Unknown/ 

Multiple answers 
checked 

55 331 332 2 Num Redeemers Response Count 

For PSC Use Only. 


Data 

Description 
Offer Category 

Issued with Program- 
Specific Keying 
Instructions 

Offer Code 

Issued with Program- 
Specific Keying 
Instructions 
Left Justified' 

Loyalty 

Allowable Values: 

A- Go to Other Store 
B == Buy Another Type 
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A. Keying Instructions and Standards (cont’d.) 


Database Incut Fi ; e Format fcont’d.) 

Field Start End Data 

£ Position Position Leng th Typ e 




Consideration Set 

See Appendix for Allowable Brand Codes 


76 

393 

395 

3 

Char 

Brand 1 

77 

396 

398 

3 

Char 

Brand 2 

78 

399 

401 

3 

Char 

Brand 3 

79 

402 

404 

3 

Char 

Brand 4 

80 

405 

407 

3 

Char 

Brand 5 

81 

408 

410 

3 

Char 

Brand 6 

82 

411 

413 

3 

Char 

.Brand 7 

83 

414 

416 

3 

Char 

Brand 8 

84 

417 

419 

3 

Char 

Brand 9 

85 

420 

422 

3 

Char 

Brand 10 

86 

423 

425 

3 

Char 

Brand 11 

87 

426 

428 

3 

Char 

Brand 12 

88 

429 

431 

3 

Char 

Brand 13 

89 

432 

434 

3 

Char 

Brand 14 

'90 

435 

437 

3 

Char 

Brand 15 

91 

438 

440 

3 

Char 

Brand 16 

92 

441 

443 

3 

Char 

Brand 17 

93 

444 

446 

3 

Char 

Brand 18 

94 

447 

449 

3 

Char 

Brand 19 

95 

450 

452 

3 

Char 

Brand 20 




Sports 




See Appendix for Allowable 

Sports Codes 


96 

453 

453 

1 

Char 

Sports 1 

97 

454 

454 

1 

Char 

Sports 2 

98 

455 

455 

1 

Char 

Sports 3 

99 

456 

456 

1 

Char 

Sports 4 

100 

457 

457 

l 

Char 

Sports 5 

101 

458 

458 

l 

Char 

Sports 6 

102 

459 

459 

1 

Char 

Sports 7 

103 

460 

460 

1 

Char 

Sports 8 

104 

461 

461 

1 

Char 

Sports 9 

105 

462 

462 

l 

Char 

Sports 10 

106 

463 

463 

i 

Char 

Sports 11 

107 

464 

464 

1 

Char 

Sports 12 

108 

465 

465 

l 

Char 

Sports 13 

109 

466 

466 

l 

Char 

Sports 14 
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A. Keying Instructions and Standards (cont’d.) 
Database Input File Format (cant'd,! 


Field 

Start 

End 


Data 

Data 

£ 

Position 

Position 

Length 

Iygg 

Qesmplmn 

137 

514 

516 

3 

Char 

Previous Brand 
■ • See Appendix for values 

138 

517 

517 

1 

Char 

Fulfillment Indicator 
Allowable Values 

Blank = Fulfilled 

N » Not Fulfilled 

139 

"518 

518 

1 

Char' 

BLANK (filler) 

140 

519 

619 

101 

Char 

Supplementary Data 
(See Page 2.27) 

141 

620 

631 

12 

Char 

UPC Code 

142 

632 

641 

10 

Num 

PSC Order Number (PSC Use 
Only - for catalog orders) 

143 

642 

642 

1 

Char 

Reg. Brand Cigarette Offers 
Allowable Values: 

F = Frequently 

O = Occasionally 

N = Never 

U = Unknown/ 

Multiple answers 
checked 

144 

643 

643 

1 

Char 

Alternate Purchase 

Cigarette Offers 

Allowable Values: 


F = Frequently 
O = Occasionally 
N = Never 
U = Unknown/ 

Multiple answers 
checked 
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A. Keying Instructions and Standards (cont’d.) 


Database Input File Format fcont’d.) 
Field Start End Data 

£ Easition Fashion Leng th Tvp e 


Data 


150 674 685 12 Num Film Index # 

Pos. 674-675=Unique Supplier 
Film I.D.#(this is aoi the 
same as "Supplier Code") 
676-677= Current Year (ex93) 
678-681= Film roU # (ex:0001) 
682-685= Frame # (ex: 0201) 


151 


686 


686 


Char 


White Mail Indicator 
Allowable Values 
V = Reversible Screamer 
D = Deceased 
C = Quitter/Non-smoker 


152 


687 


687 


Char 


Location of Purchase 
Allowable Values 
C = Convenience/Gas 
D = Drug Store/Pharmacy 
G = Neighborhood Grocery 
S = Supermarket Chain 
A = Discount Store 
0 = Other 
U = Unknown/ 

Multiple answers 
checked 


153 


688 


692 


Char 


FILLER - TO BE USED FOR 
ADDITIONAL CORE DATA 
ONLY. Supplier should not 
populate with arbitrary or 
supplemental data. 
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B. 


Required Reporting for input Data 


A very important aspect of ensuring data and Database integrity is 
the process of controlling keyed data as it makes its way to the 
Database. In order to facilitate this control process, as well as to pro¬ 
vide a preliminary check on keying accuracy, a minimum set of re¬ 
porting is required. In this section we will review: 

• Information to be Reported 

• Report Formatting 

• Report Timing and Distribution 
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B. Required Reporting for input Data (cont’d.) 

Information t o be Reported fcont'd.) 


Report 9 Total Records Rejected for Age by Program Number 

(Defined as under 21, no year and blank. Responses 
should still be keyed.) 


Report 10 Total Records Rejected for State by Program Number 
(Valid States = 50 States or Washington D.C. 
Responses should still be keyed.) 


Report 11 Total Records with and without Signature by Program 
Number 

(Responses should still be keyed.) 


Report 12 Data from Supplementary Data 

(Fields to be specified by Program) 

Reports 1-11 are required for all Philip Morris programs . If required, Report 12 will 
be specified at the time of Supplier selection. These reports are intended to serve as 
an initial, topline level of information for Marketing. 


Report Timing and Distribution 

All Suppliers must generate reports each time data is sent to the Richmond Data 
Center. Two copies of the report should be run and distributed, with a copy of the 
Outside Tape Transmittal Sheet (see later in this Chapter) as follows: 

One Copy to the Responsible Agency 
Retain One Copy for Questions 

Additionally, in order to serve as topline information for Marketing, Suppliers 
should be prepared to generate these reports on request. Such on-request report 
generation would display cumulative totals. 
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Figure 1: Sample 

XYZ Data Entry Supplier 
Philip Moms Direct Marketing 
Reel #: 

Report—1 * 

Data Tyre Ceunl 

c 1 0.00 

R 222.715 99.99 

Total 22X716 10000 


Input Data Report 

Data input Report for the Period: 3/1/93-3/31/93 
April 5,1993 


Report _2 

ProgramJL 

Count 

f. 


i 

030 

93400 

210324 

94.44 

93402 

5X57 

237 

93615 

236 

0.10 

93800 ' 

6.898 

339 

Total 

222716 

10030 


Rfport _3 

CejilZ 

Program Phase 

Count 

1 

% 

0.00 

Program # 

93400 A 01 

8362 

354 

93400 A 02 

16,829 

758 

93400 ACS 

102,532 

46.04 

93400 A 06 

81341 

36.93 

93402 A00 

5X57 

257 

93615 A 03 

7.36 

0.10 

93800 A 01 

M898 

; ■ ' 3-09 

Tool 

222,716 

100 DO 


Report 5 

Media Code/ . _ 

Media Category/ 

■ PTnyram Phase 
Program t. ■ £211111 


Rcport-i 
Resp. Date/ 
Program Phase 
Program *. 

93400 A 3/12/89 
93400 A 3/16/89 
93400 A 3/17/89 
93400 A 3/22/89 
93400 A 3/23/89 
93400 A 3/24/89 
93400 A 3/25/89 
93400 A 3/26/89 

93400 A 3/27/89 
93400 A 3/28/89 
93400 A 3/29/89 
93400 A 3/30/89 
93402 A 3/23/89 
93615 A 3/2S/89 
93800 A 3/30/89 
Total 


Count % 

l 0X0 

50,743 2279 

7X901 3274 

43346 1936 

15,472 695 

10,054 432 

4X56 171 

3321 1.49 

3,010 135 

X979 1-33 

1,857 033 

1346 039 

639 0X8 

5X57 237 

236 0.10 

6898 2£9 

222716 10030 


93400 AAA 01 


kl800AZZ99 

Total 


222716 10030 


Report 7 
Tar Level/. 
FlavorZ 

Brand / 


Program Phase 


Proframl 

Count 

1 

s 

030 

93400 A 010 M U 

222.715 

99.99 

Total 

22X716 

10030 

Reoort 9: Total Age Rejections 


9340Q 

2 

16X7 

Blanks 

2 


93600 

15 


Blanks 

4 


Total 

18 

10030 


Report 11: Total Record 
9340Q 

Signature (Y> 
NonSignature (N) 
Total 


93800 

Total 


s with and 

5JDQ0 

300 

5300 

15 

18 


without Signature 

943 
5.71 
100 j00 
833 
100 DO 


Rtport-fe 


Ppgram Phaig 
Program * 

93400 AAA 01 


93800 A ZZ 99 
Total 


Report S 

Len gth/. 

Brand/ 

Program Phase 
Ptogram £ 

93400 A 010 K 
Total 


Count _2L 

1 030 


222716 10030 


Count 

1 

22X 71 2 

222716 


Q30 

jm 

10030 


Report 10: 
93400 
93800 
Total 


Total State Rejections 

200 2837 

500 im 

700 10030 
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C. Taps Generation, Schedule and Transmittal (cont'd.) 


Header and Trailer Labels 

Each reel or cartridge must contain standard IBM Header and Trailer Labels. All 
header and trailer records are 80 characters long blocked one record per block. 

The IBM-standard Header Label contains three records, the first two of which are re¬ 
quired. The third record is optional. The formats for the three records follow: 


Field # Start-End Len. Data Field Name 
Header Label Record # 1 - REQUIRED 


1 

001-004 

4 

Header Identification 

Must Contain 'VOL1' . 

2 

005-010 

6 

Volume Serial Number 

Right Justified, High- 
order zero-filled. Must be 
different for each volume 
in a multi-volume data 
set. 

3 

011*080 

70 

Filler 

Spaces/Blanks 

Header Label Record # 2 - 

REQUIRED 


1 

001-004 

4 

Header Identification 

Must Contain 'HDR1' 

2 

005-020 

16 

Data Set Name 

Must Contain 
T.F1835.MDAF01AA' 

3 

021-021 

1 

Filler 

Spaces/Blanks 

4 

022-027 

6 

Volume Serial Number 

Right Justified, High- 
order zero-filled. Must be 
different for each volume 
in a multi-volume data 
set. 

5 

028-031 

4 

Volume Sequence 

W ill Contain '0001' for 
the first volume, '0002', 
etc. for subsequent vol¬ 
umes in a multi-volume 
data set 

6 

032-035 

4 

Data Set Sequence Number 

Must Contain '0001' 

7 

036-054 

19 

Filler 

Spaces/Blanks 

8 

055-060 

6 

Block Count 

Must contain '000000' 

9 

061-080 

20 

Filler 

Spaces/Blanks 
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C. Tape Generation, Schedule and Transmittal (cont'd.) 


Ekld-i 

SI,ait-End 

Lcil 

Dala Field Name 

Qumiifiiits 

•8 

055-060 

6 

Block Count 

Right Justified, zero-filled 
Must Contain the actual 
number of blocks written. 

9 

061-080 

20 

Filler 

Spaces/Blanks 

Trailer Label Record 

# 2 - OPTIONAL 


1 

001-004 

4 

Header Identification 

Must Contain 'EOF2' 

2 

005-005 

1 

Record Format 

Must Contain 'F' 

3 

006-010 

5 

Block Size 

Right Justified, zero 
filled. Must be 31500. 

4 

011-015 

5 

Data Set Record Length 

Must Contain '00700' 

5 

016-080 

65 

Filler 

Spaces/Blanks 


The Trailer Label records are followed by two (2) tape marks signifying the end of the 
file. 

Schedule 

Suppliers are required to ship files weekly if they have 5,000 or more records. 
Weekly shipments should be made for arrival in Richmond each Monday. 

Suppliers with fewer than 5,000 records should make monthly shipments timed to 
arrive in Richmond no later than the third Monday of each month. Please notify 
the Responsible Agency when you have an insufficient amount of records to war¬ 
rant a weekly tape shipment 

The data contained on the tapes shipped should be all data keyed since the last tape 
was generated. Data should be sent for all programs, regardless of how much or 
how little response may be included. Under no circumstances is a Supplier io 
2hold"_data until response is complete or for any other reason. 
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C. Tape Generation, Schedule and Transmittal (cont’d.) 

Figure 2: Completing the Outside Tape Transmittal Sheet (cont'd.) 

6 If the tape is not able to be loaded to the PM Database, PM/Richmond will re¬ 
turn the tape to the supplier with documentation explaining why the tape 
was unable to be loaded (e.g., data checks, volser doesn't match transmittal 
form, etc). Upon resending a corrected tape, the supplier should circle "YES" 
next to "Resend?" on the tape transmittal sheet. 

NOTE: Tape reports must be regenerated for all tapes that are resent to the 
database. 


7 LRECL is always 700, RECFM is always FB, BLKSLZE is always 31,500. 

The Description line-should include program numbers and descriptions and 
should also be printed on the physical label on the reel(s). Tapes/cartridges 
are typically retained on site until the data is processed and will be returned 
within 60 to 90 days. 

3 Please include the count of records contained on the tape. 

9 Please print the name and address of the person to whom the tape(s) should 
be returned after the data is processed. Tapes will be 'returned via USPS 
Ground transportation unless otherwise noted. 


A supply of the Outside Tape TYansmittal Sheets will be furnished by the responsible 
Agency at the time of Supplier selection. 
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D. Retention of Data 


Retention of Keyed Data 

Keyed data should be retained by Suppliers for a period of at least 1 year after tapes 
are sent to Richmond. 


Retention of Source Documents 

Source documents are to be retained by the supplier for no less than three years or if 
documents have been microfilmed, no less than 60 days. Formal permission to de¬ 
stroy source documents will come from the PM Fulfillment Coordinator. Such per¬ 
mission will be given in writing only . 

The only acceptable means of destruction is by shredding. If a Supplier does not 
have the facilities to shred documents, they must arrange for such work to be per¬ 
formed by another party. The PM Database Manager must approve the selection of 
another party. Upon destruction of the source documents, return the Confirmation 
of Source Document Destruction portion of the authorization to the PM Fulfillment 
Coordinator. 


ro 
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Chapter 9: Microfilming Procedures 

This Chapter describes information about and the procedures for: 
o Microfilming Source Documents 
o Data Entry of Index Number 

o Microfilm Processing Requirements 

o Required Film Log 

o Invoicing Instructions 

Attachments to this chapter include: 
o Header Card Requirements 

o Allowable Values for Index Number 

o Certificate of Authenticity 

o Address for Service Bureau 
o Film Label Specifications 

o Sample Film Log 
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FILM LOG: Suppliers are required to maintain a log of all film sent to MSC for 
processing. Attachment C shows an example log. 

FILM/LABEL PURCHASE: Kodak film (100' 5.0 mil) and extra film labels (lined 
index) should be purchased from MSC or someone else with the exact same 
product. 

INVOICING: Suppliers should invoice LBCo. for microfilming costs; LBCo. will 
contract directly with MSC for processing costs. 

DOCUMENT RETENTION: LBCo. will instruct each supplier in writing when 
filmed documents may be destroyed. This will usually happen 60 days after LBCo. 
receives confirmation that the film was developed/shipped successfully. 


ro 

o 

_ __ 
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CERTIFICATE OF AUTHENTICITY 


THIS IS TO CERTIFY that the microphotographs appearing on the film-file 

Starting with _ and 

Ending with'_ are 

accurate and complete reproductions of the records of (Company Name) 

_ as delivered in the regular 

course of business for photographing. 

It is further certified that the microphotographic processes were accomplished in 
a manner and on film which meets with requirements of the National Bureau of 
Standards for permanent microphotographic copy. 


Date produced: _19 

(month) (day) 

Camera Operator:_ 

Place: _ 
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ATTACHMENT C 


EXAMPLE SUPPLIER FILM I-PC 

Suppliers should maintain a film log that details the following: 

. Red # 

. Film type 

. Start Count/End Count 
. Customer 
. Service Bureau 
. Date Sent 

. Shipped via _ 


EXAMPLE LOG 

Reel # FilmTvpe Start/End ' 'Customer Sve. Bureau Date Sent Via 

1 16mm 100' 0792/0001/0001- LBCo./PM MSC 7/31/92 UPS 

0792/0001/5962 : 

• 2 16mm lOO' 0792/0002/0001- LBCo./PM MSC 8/4/92 UPS 

0792/0002/6345 r ' 
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Chapter 10: White Mail Procedures 

TWs Chapter describes information about and the procedures for. 
O White Mail Categories 
o White Mail Reporting 
o White Mail Handling 

Attachments to this chapter include. 

o Sample White Mail Report 
o White Mail "Flowchart" 
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REPORTING OF WHITE MAIL 


A separate White Mail Report must be issued weekly (every Monday) for each 
program you are assigned. 

There are two pages to this report. The first page details a count of white mail 
received by category. The second page details all Screamers or Underage 
Complaints received to date. Please refer to Attachment A for examples. 

The reports should be issued to: 

Philip Morris U.S.A. AND Leo Burnett Co. 

120 Park Avenue FAX #312-220-6534 . v. s . 

New York, NY 10017 Mi. Jum OhuUKTOR Affroprtft.tfc SPtPBA & 

Attn: Ms. Linda Schwartz Mti ' .Canily ft Sh e -wo foc&lysf 


*Send report to person that issued keying instruction 



N 

o 

4 * 

Philip Morris U.S.A. Direct Marketing System ^ 

Chapter 10; White Mail Procedures 12/31/92 Page 103 gj 

o 

O' 

o 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 




7/92 


WHITE MAIL CATEGORY DESCRIPTIONS AND PROCEDURES (contU): 

DELETES 

DELETE: This is a consumer requesting to be removed from our mailing list. They 
often return the promotion and write "delete", "remove", or "delete from mailing 
list" on it. 

PROCEDURE IF OCR CODED: 

1) COUNT 

2) DOCUMENT ON WHITE MAIL REPORT 

3) FOLLOW KEYING INSTRUCTIONS PROVIDED FOR WHITE 
MAIL 

4) A SUPERVISOR MUST VERIFY THAT SURVEYS HAVE 
BEEN CATEGORIZED CORRECTLY BEFORE KEYING MAY 
BEGIN. 

5) MAIL COPIES OF REPORT TO PM/NY AND FAX TO LBCO. 

6) RESPONSE VEHICLES MAY BE DESTROYED (VIA 
SHREDDING ONLY) ONCE THEY HAVE BEEN KEYED. 
SUPPLIERS MUST OBTAIN WRITTEN PERMISSION FROM 

LBCo. BEFORE THEYCAN DESTROY ANY DOCUMENTS. 

THIS WILL USUALLY BE GRANTED SIXTY DAYS AFTER 
THE SURVEYS HAVE BEEN KEYED. 

PROCEDURE IF NON-OCR CODED: 

1) COUNT 

2) DOCUMENT ON WHITE MAIL REPORT 

3) BATCH AND CATEGORIZE DOCUMENTS BY PROGRAM 

4) SEND DOCUMENTS TO PROMOTIONAL SERVICES CENTER 
WITH WHITE MAIL REPORT THAT REFLECTS WHAT IS 
BEING SENT: 

Promotional Services Center 
3 Stuart Drive 
Kankakee, IL 60902 
ATTN: Ms. Marty West 

5) MAIL COPIES OF REPORT TO PM/NY AND FAX TO LBCO. 

6) RESPONSE VEHICLES MAY BE DESTROYED (VIA 
SHREDDING ONLY) ONCE THEY HAVE BEEN KEYED. 
SUPPLIER MUST OBTAIN WRITTEN PERMISSION FROM 
LBCO. BEFORE THEY CAN DESTROY ANY DOCUMENTS. 

THIS WILL USUALLY BE GRANTED SIXTY DAYS AFTER THE 
SURVEYS HAVE BEEN KEYED. 

ro 

o 
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WHITE MAIL CATEGORY DESCRIPTIONS AND PROCEDURES (cont'd,): 
ADDS, PROGRAM RELATED, PRODUCT RELATED, HAPPY MAIL 


ADDS: This is a consumer who is requesting we add them or a friend/relative to 
our mailing list. 

PROGRAM RELATED: This is mail sent by the consumer that comments on the 
particular program they received (i.e., might not have received some part of the 
mailing or is still waiting to receive fulfillment). 

PRODUCT RELATED: This is a consumer who has not received a promotion, but 
is requesting product, coupons or additional surveys. 

HAPPY MAIL This is mail that reflects positive comments about a particular 
program, the tobacco industry, Philip Morris etc 

PROCEDURE: 1) COUNT 

2) DOCUMENT ON WHITE MAIL REPORT 

3) BATCH AND CATEGORIZE DOCUMENTS BY PROGRAM 

4) MAIL DOCUMENTS TO PM/NY (ATTN: MS. SUSAN 
STRAUSSER) EACH MONDAY. SEND MONDAY & FRIDAY IF 
SUFFICIENT QTY. 

5) MAIL COPIES OF REPORT TO PM/NY (BOTH TO MS. 
STRAUSSER AND MS. SCHWARTZ) AND FAX LBCO. 

Please be advised that White Mail procedures will change for the above mentioned 
categories on Corporate/Consumer Survey Associates programs. 


ro 

o 
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White mail flowchart 
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Client Service 


Date 


Ncodatt Inc Client Code Summary Report 


Page W 
Jan 24 l'J*J4 00:09 53 


Pieces 


Weight(lbs) 


Charge All Cost Savings 



USPS tDM 

01/04/94 

• 

i 

3 25 

USPS 3BM 

01/05/94 

1 

19 

0 00 

USPS IBM 

01/07/94 

15 79 

USPS IBM 

01/13/94 

1 87 

USPS U)M 

01/14/94 

4 

4 ) 

7.63 

USI'S IBM 

01/18/94 

1 

* 1 

18 

0.81 

IISI'S HIM 

01/21/94 

0.94 

USPS 3BM 

12/30/93 

31.78 

Tot USI'S 3DM 

USPS 4DB 

01/13/94 

1 

* 

11.23 
20 77 

USPS 4DB 

01/18/94 

j 

1 

l 

8 

46 

1 05 

USPS 4DB 

12/29/94 

4 40 

USPS 4DB 
Tot USPS4DB 

12/30/93 

37.45 

69.23 

Tot USPS 

Total 


46 

69.23 


0 44 
202 
0.50 

9 77 
I.U 
4 70 
II Mi 

0,57 

1964 

3.33 

10 01 
1.74 
2.02 

17.10 

36.74 

36.74 


0 52 
2 39 
o 59 
11 57 
I 34 
V so 
n i.o 
n <>7 
23 27 

H23 
2019 
2.85 
3 88 
35 15 

5H42 

5K42 


O OH 

0 17 
O 09 
I HO 
O 2U 
O 09 
(I 01 
O 10 
4 (.3 

4 90 
10 IH 
1 H 
l 86 
18 05 

21 <>» 

21 <>H 
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EXHIBIT D 


ORDER PROCESSING 
WAREHOUSE FULFILLMENT 


FEE SCHEDULE 
Order Entry 

Mail Opening - up to 4.6MM orders 

4.6MM - 6.0MM 
6.0MM - above 


Processing Incligibles 
Warehouse 


$ 1.25/order 
S1.23/order 
S1.17/ordcr 


v 


fA 




S 1.25/order 


Shipping: 


• Envelope t •.mall) up to 4. 6MM orders 

4 6 - 6.0MM 

0 0 and above 

$.38 plus .07 each additional 
$.37 plus .07 each additional 
$.35 plus .07 each additional 

• Carton (medium) up to 4.6MM orders 
5.6-6 0MM 

6.0 and above 

$.44 plus .08 each additional 
$.43 plus .08 each additional 
S.41 plus .08 each additional 

• Oversize and irregular (huge) 

up to 4 OMM orders 

4.6 * 6.0MM orders 

6.0 and above 

(fTlyplus .10 each additional 
$.50 plus .10 each additional 
$.48 plus . 10 each additional 

Catalogs (Shipping) 

Order received from telephone 

$.29 each 

Postal 

Manifest Sonation/Shipping 

$. 16/pound vs . ^ 

Receiving 

$ 1.75/skid 


MCS merchandise in trailers inbound or outbound will not be subject^) 
to warehouse charges. 

Storage S3.00/Skid every 15 days 

Returns $.89 plus .20/each additional 
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F2HIBIT D 


Refunds (UPC reform) 

$1.44 each 

Programming 

SS5.00/hour 

Materials and Supplies 

at cose 

List Selection 

• Minimum charge 

S3.00/lj00fl- 

$3(100 

File Transfer 

« Number of records 
• MLrumum surcharge 

S3.00/1,000 
$50.00 

Custom laser primed form 

• One time charge 

$150.00 

Postal Deposits 

1.5 month on deposit 

Outgoing Correspondence Mailing 

S.08/Iettcr~~~~) 


• Delay letters, "B/0 notifications, 


order acknowledgments, etc. 
Correspondence Processing 
Hourly rate (Specific requests) 

Rush Orders 


Order Tracing 


Standard Reports 

Ncodata will provide Philip Morris with six hundred (600) 
hours of programming for developing customized reports. Hours calculated to 
produce customized reports will be deducted from the six hundred hours until hours 
are completely utilized. 


S.75/each 
S19.50/hour 
S2.50/ordcr 


SI. 10/trace 


Report Amendments $85.00/hour 

After initial 600 hours 

Shipping guarantees are based upon order input guarantees (excluding catalogs) rather 
than number of shipments. 

Set-Up Costs S400,000.00 
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EXHIBIT D 

CUSTOMER SERVICE 


FEE SCHEDULE 

Dedicated CSRs at Matrix Schedule for all services including flat fiie/direct line access to 
signature file and other Philip Morris databases; on-line call history with inleractive/real- 
time CSR update capability; read only direct on-line access to order information; transfer 
capabilities; block abusive calls by ANl; separate line group to handle irate callers; 
dedicated CSRs, trainers, QA personnel; voice recognition capabilities, spcech-to-tcxt 
technology; RAN; IVR usage and support, and remote monitoring capabilities 


Up to 80,000.hours 

80,000-103.000 hours 

103,000-126,000 hours ' .. : 

126,000 hours and above 

$28.75/production hour 
$28.25/produclion hour 
■rS27.75/production hour 
S27.25/produclion hour 

Dedicated programmer 

$5,000.00/month 

Customer Service Representative Training 

Initial 

(estimated 40 hours x 120 CSRs) 
Ongoing 

Attrition 

$12.00/hduf/CSR 

$10.40/hour/CSR 

S Neodata expense 

Outbound Telemarketing 

$28.00/Production 

Programming 

$85.00/Hour 

Program setup costs include 

Offline changes to existing 
recording and weekly delivery to 

Philip Morris in Richmond, VA 
and on-line scripting 

$ Included in Set-up 

Costs of $400,000.00 

All Training Materials 

$ Reimbursable to Neodata 


Signature File 

On-line read-only access via Neodata CICS System. 

Includes creation of batch transactions for address changes. 

S Included in Setup Fee 
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EXHIBIT E 


REIMBURSABLES 


. All forms (P/S, correspondence letters, envelopes, postcards, etc.) 
. Glue, tape, packaging supplies, shipping supplies 


• P.O.boxes 

. Training supplies 

• Computer forms 


• Tapes and/or cartridges 


• Postage 
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EXHIBIT. F 


n.«4 F*fr«4 MlHM Apr-44 Miy-14 Jun-H iul-44 Aua M Stp H Ocl-14 _H o» H Otc-M J»n-t3 Ftbjjj Ap. M j TOTAL 


FORMS. ENVELOPES. 
LETTERS. POSTCARDS. ETC 


GLUE. TAPE PACKAGJNO 

and shipping supplies 


TRAINING SUPPLIES 


COMPUTER FORMS 


TAPES AND CARTRIDGES 


PROGRAM TOTAL 



0Z9898Tt?02 
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IN WITNESS WHEREOF, the panics hereto have caused this Agreement to be duly 


executed as of the date and year First above written. 

Vrvnc 2^* 

NEODATA SERVICES, INC. PHILIP MORRIS INCORPORATED 



By: (A CXA-lLU,.. ,- 
Title: (2AA 

Taxpayer ED# ^ -J12A&A\ 2- 
Filing Status:_ 



resident, Marketincr 


-23- 
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PHILIP MORRIS 

U.S.A. 

5MNJW»rtHU«.HtWveW<.NV1WT4M« mtPMONe <*t» ttC+GO) 


June 2,1994 


Neodata Service*, Inc 
833 West South Boulder 
Louisville, Colorado 80C27-2499 

Attention: Chief Executive Officer 



Re: Agreement dated fanuarv.l,1994 


Dear Sir: 


In confirmation of our discussions and in connection with the 
Agreement dated as of the 1st day of January 1994 (the "Agreement") between Philip 
Morris Incorporated ("Philip Morris") and .Veodata Services, Inc. ("Neodata"), 

Philip Klnrni arH Neodata have agreed to, and will, amend the Agreement, which 
was entered ;n connection with Philip Morris' Marlboro Country Store Program, to 
include services to be performed by Neodata in connection with Philip Morris' 
Marlboro Adventure Team Program ("MAT") 

The services to be rendered and reflected in a written amendment will require 
the imminent expenditure of postal funds on behalf of Philip Morris. Philip Morris 
will therefore deliver to Neodata, an advance payment for postage funds in the 
amount of $6224)00. Neodata will apply the advance payment in accordance with 
the following procedures. 

Neoaata will estaolish and deliver to the Post Office an advance postage fund 
provided bv, and for the account of, Philip Morris (the "Postage Fund") In the initial 
amount of $622,000. The Postage Fund will be used to pay for postage costs 
incurred by Neodata In connection with MAT. The initial amount in the Postage 
Fund will be applied to correspondence delivered from the commencement of 
services in connection with MAT. Neodata will deliver to Philip Morris daily 
reconciliations comorising receipts for the amount of costage used in connection 
with MAT and applied against the Postage Fund. Philip Morris will deliver to 
Neodata a subsequent oavment to the Postage Fund if the total number of items of 
correspondence exceeds 2,400,000, within two days after receipt by Philip Morris of 


imauodc! Mfoofc* uttot vma-HUtuMt ^muAJuiHT L&KTt puM ftft Ai*#« : vucrtfitT*p 
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Neodata ScrvjctJ. Inc. 

J une 2,1994 

Ptgei 

i reconciliation by Neodata, with Post Office receipts attached, evidencing a 
depletion of at least 75 percent of the amount of the preceding Postage Fund 
advance. Within thirty days after complete delivery of all correspondence, Neodata 
will deliver a final reconciliation to Philip Moms and will direct the Post Office to 
deliver to Philip Morris the unused portion of the Postage Fund. 

!f you agree with and consent to the foregoing, please sign the original and 
one copy of this letter. The remaining copy is yours. 


ACCEPTED AND AGREED AS OF 
THE DATE OF THIS LETTER: 


NEODATA SERVICES, INC. 



Title: 




l2±Sfi£C 


cc: Weil Cotshal & Manges 

100 Crescent Court 
Dallas, Texas 75201 


Attention: Mary R. McNabb, Esq. 


Sin “ rely ' 'Qvisvr— 

PHILIP MORRIS INCORPORATED 

Bv; / 





j 
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Note lor Onsco, Gayle 


From: 

Driseo, Gayle 


Date: 

Wed. Jun 1, 1994 6:30 PM 

f\) 

o 




Subject: 

FW: NEODATA US POSTAL CHECK 

CD 



To: 

Drisco, Gayie 

CD 

CT> 

W t 



4* 


Neo data contact is Chris Warwick 515-237-4744. 



From: Driseo. Gayle on Wed, Jun 1, 1994 6:26 PM 
Subject: FW; NEODATA US POSTAL CHECK 
To: Larcara, Tammy 


Ginny Murphy is drawing up a letter of agreement tomorrow to cover the postage. Is it ok to 
accept faxed signatures from Neodata tomorrow to get the payment out and then follow up 
with originals' ! don't s< 

Also, I spoke to NeoData. 


orrow. 


'ITicre wire information is as follows: 



Bank One Boulder N.A. 
ABA#107(XK)191 
Neodata Sen ices Inc. 
Acct# 1069155575 


I spoke to Renee Simons and asked her to have 
voucher to me before 11 am in the morning. 


I 'o hi /I'd- 6Twrf’ i 
l$00 ‘ 

e/ 7 UV7 ’ 

.ve'someonewaik the executed agreement and a 


N> 

o 

>->• 

CD 

cn 

CP 

co 

'-j 

cn 


From: Driseo, Gavle on Wed, Jun 1,1994 5:57 PM 
Subject: FW NEODATA US POSTAL CHECK 
To: Murphy. Virginia 


2041868676 


1 just spoke to the \endor and the final amount for postage is 5622,000. 


From: Driseo, Guvie on Wed, Jun 1, 1994 5:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Murphy. Virginia 


Gtnny; - m 

o 

-p» 

We do not have an executed contract for NeoData's work on Marlboro Adventure Team. We £ 
need to get them $500,000 for postage in order to mail 2.4 million group B(sorry letters). If cr> 
is my understanding that these letters must be mailed within 12 weeks or we will suffer legal 
consequences. Renee Simons says we are at the critical point where these letters must be 
mailed immediately. She would like us to wire money to NeoData tomorrow. 


Accounting is reluctant to make a payment of this amount without an executed contract. Do 
you think it would he of legal benefit to draw up a one page letter of agreement to cover the 
payment of the postage until the contract is executed? If you have any other suggestions 
which would help clear this up, I would appreciate it. 


From: Larcara, Tammy on Wed, Jun l, 1994 5:10 PM 
Subject: FW: NEODATA US POSTAL CHECK 


2041868678 
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Subject: 


No\e lor Drisco, Gayle __ 

Drisco, Gayle 

Wed, Jun 1, 1994 6:30 PM o 

FW: NEODATA US POSTAL CHECK £ 

O' 

Drisco, Gayic cr> 

■vj 

4* 

Neo data contact is Chris Warwick 515-237-4744. 

From: Drisco, Gayle on Wed, Jun 1, 1994 6:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 

Ginny Murphy is drawing up a letter of agreement tomorrow to cover the postage. Is it ok to 
accept faxed signatures from Neodata tomorrow to get the payment out and then follow up 


Also, I spoke to NcoData. There wire information is as follows: \ 

Bank One Boulder N A. /?/XV ,' a A'ct t ' f £\ ^ A] J* 

ABA#107(XH)194 A- 

Neodata Sen lues Inc. l^OD /?/>, ok 

Acct#1069155S75 fa 

, _ JArcrttTr/ CQ ' 

I spoke to lienee Simons and asked her to have'someonewalk the executed agreement and a 
voucher to me before 11 am in the morning. 


From: Drisco, Gavle on Wed, Jun 1, 1.994 5:57 PM 

Subject: FW- NEODATA US POSTAL CHECK 2041868676 

To: Murphy, Virginia <lv ' A “' 

l just spoke to the vendor and the final amount for postage is $622,000. 

From: Drisco, Gayle on Wed, Jun 1, 1994 5:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Murphy, Virginia 

Ginny, 

We do not have an executed contract for NeoData’s work on Marlboro Adventure Team. We 
need to get them $500,000 for postage in order to mail 2.4 million group B(sorry letters). It 
is my understanding that these letters must be mailed within 12 weeks or we will suffer legal 
consequences. Renee Simons says we are at the critical point where these letters must be 
mailed immediately. She would like us to wire money to NeoData tomorrow. 

Accounting is reluctant to make a payment of this amount without an executed contract. Do 
you think it would be of legal benefit to draw up a one page letter of agreement to cover the 
payment of the postage until the contract is executed? If you have any other suggestions 
which would help clear this up, I would appreciate it. 

From: Larcara, Tammy on Wed, Jun 1, 1994 5:10 PM 
Subject: FW: NEODATA US POSTAL CHECK 

2041868678 
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Note for Drisco. Gayle 


From: DnSCO, Gayie 

Date: Wed, Jun !. 1994 6:30 PM 

Subject: FW: NEODATA US POSTAL CHECK 

To: Drisco, Gayio 

Neo data contact is Chris Warwick 515-237-4744. 


no 

o 

CD 

O' 

CD 

C 


From: Drisco, Gayle on Wed, Jun 1, 1994 6:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 


Ginny Murphy is drawing up a letter of agreement tomorrow to cover the postage. Is it ok to 
accept faxed signatures from Neodata tomorrow to get the payment out and then follow up 
wit h orig inals . ? I don't secamyanher-wayrifthe y nuedrhe r nof^y-^ogiorrow. 

Also, I spoke to NeoData. There wire infonnation is as follows: \ 


Bank One Boulder N A. 
ABA#107(XKII<M 
Neodata Services Inc. 
Acct# 1069155X75 


* NUiV ,T » * W UUVI.UIUUV‘1 ^ T.^ , 

ft ft ft' I <a ft l Aft / A/1,4 fft 
Aoo 


_____ eO CC 

<c»ce Simons and asked her to have'someonevv 


I spoke to 

voucher to me before 11 am in the morning. 


walk the executed agreement and a 


N> 

o 

-p» 

CD 

CT- 

CD 

CP 

-a 

tn 


From: Drisco, Gavle on Wed, Jun 1, 1994 5:57 PM 
■ Subject: FW NEODATA US POSTAL CHECK 
To: Murphy. Virginia 


2041868676 


I just spoke to the vendor and the final amounL for postage is $622,000. 


From: Drisco. Gavle on Wed, Jun 1, 1994 5:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Murphy, Virginia 


Ginny, ro 

o 

We do not have an executed contract for NeoData's work on Marlboro Adventure Team. We g 
need to get them $500,000 for postage in order to mail 2.4 million group B(sorry letters). If o> 
is my understanding that these letters must be mailed within 12 weeks or we will suffer legal ^ 
consequences. Renee Simons says we are at the critical point where these letters must be 
mailed immediately. She would like us to wire money to NeoData tomorrow. 


Accounting is reluctant to make a payment of this amount without an executed contract. Do 
you think ii would he of legal benefit to draw up a one page letter of agreement to cover the 
payment of the postage until the contract is executed? If you have any other suggestions 
which would help clear this up, I would appreciate it. 


From: Larcara, Tammy on Wed, Jun 1, 1994 5:10 PM 
Subject: FW: NEODATA US POSTAL CHECK 


2041868678 
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Note for Diisco. Gayle 


From: Drisco, Gayle 

Date: Wed. Jun 1. 1994 6:30 PM 

Subject: FW: NEODATA US POSTAL CHECK 

To: Drisco, Gayic 

Neo data contact is Chris Warwick 515-237-4744. 


r\3 

o 

h 4 

CD 

cr* 

CD 

cr> 


From: Drisco, Gayle on Wed, Jun 1, 1994 6:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 


Ginny Murphy is drawing up a letter of agreement tomorrow to cover the postage. Is it ok to 
accept faxed signatures from Neodata tomorrow to get the payment out and then follow up 
wit h orig inals } 1 don't sceamyajth^Wrtay^fthe y i ice d The inoney^aoiorTOw, 

Also, I spoke to NeoData. 'ITicre wire information is as follows: \ 


!<SOO 


Bank One HoulJer N.A. 

ABA# 107000194 
Neodata Scr\ ices Inc. 

Acct#1069! 55875 

e/s Cq 

f spoke to kcuec Simons and asked her to have'someonew 



voucher to me before 11 am in the morning. 


walk the executed agreement and a 


rO 

O 

4* 

t-^ 

03 

O' 

Co 

O' 

-a 

tn 


From: Drisco. Gavlc on Wed, Jun 1, 1994 5:57 PM 
Subject: FW NEODATA US POSTAL CHECK 
To: Murphy. Virginia 


2041868676 


I just spoke to the sender and the final amount for postage is $622,000. 


From: Drisco, Gayle on Wed, Jun 1, 1994 5:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Murphy, Virginia 


Ginny, ro 

o 

-r» 

We do not have an executed contract for NeoData's work on Marlboro Adventure Team. We £ 
need to get them $500,000 for postage in order to mail 2.4 million group Bfsorry letters). If cr* 
is my understanding that these letters must be mailed within 12 weeks or we will suffer legal §£ 
consequences. Renee Simons says we are at the critical point where these letters must be 
mailed immediately. She would like us to wire money to NeoData tomorrow. 


Accounting is reluctant to make a payment of this amount without an executed contract. Do 
you think it would he of legal benefit to draw up a one page letter of agreement to cover the 
payment of the postage until the contract is executed? If you have any other suggestions 
which would help clear this up, I would appreciate it. 


From: Larcara, Tammy on Wed, Jun 1, 1994 5:10 PM 
Subject: FW: NEODATA US POSTAL CHECK 


2041868678 
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Note for Drisco. 


Drisco, Gavlc 


Date: Wed. Jun 1, 1994 6:30 PM 

Subject: FW: NEODATA US POSTAL CHECK 

To: Drisco, Guyie 


Neo data contact is Chris Warwick 515-237-4744. 

From: Drisco, Gayle on Wed, Jun 1, 1994 6:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 

Ginny Murphy is drawing up a letter of agreement tomorrow to cover the postage. Is it ok to 
accept faxed signatures from Neodata tomorrow to get the payment out and then follow up 
with originals ' I don't seeumyauher-way-iTthey need'the money-tomorrow. 


Also, I spoke to NeoOata. There wire information is as follows: \ 

Bank One Moulder N.A. fiffiltoki O&t* f / 

ABA# 107000194 ( /l 

Neodata Scrwv.es Inc. /5f 00 /3/*ss^, / 

Acct#1069155X75 XL 

^ — _ J^^rrser/ CO 

1 spoke to Renee Simons and asked her to have'someonewalk the executed agreement and a 
voucher to me before i l am in the morning. 

From: Drisco. Gavle on Wed, Jun 1, 1994 5:57 PM 

Subject: FW- NEODATA US POSTAL CHECK 2041868676 

To: Murphy. Virginia 

I just spoke to the vendor and the final amount for postage is $622,000. 

From: Drisco. Gayle on Wed. Jun 1, 1994 5:26 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Murphy. Virginia 

Ginny, 

We do not have an executed contract for NeoData’s work on Marlboro Adventure Team. We 
need to get them $500,000 for postage in order to mail 2.4 million group B(sorry letters). It 
is my understanding that these letters must be mailed within 12 weeks or we will suffer legal 
consequences. Renee Simons says we are at the cridcal point where these letters must be 
mailed immediately. She would like us to wire money to NeoData tomorrow. 

Accounting is reluctant to make a payment of this amount without an executed contract. Do 
you think it would he of legal benefit to draw up a one page letter of agreement to cover the 
payment of the postage until the contract is executed? If you have any other suggestions 
which would help clear this up, I would appreciate it. 

From: Larcara, Tammy on Wed, Jun I, 1994 5:10 PM 
Subject: FW: NEODATA US POSTAL CHECK 

2041868678 


walk the executed agreement and a 


2041868676 
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To: Drisco, Gayle 


From: Worth, Doug on Wed. Jun I, 1994 4:31 PM 
Subject: RE: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 

Check with Renee, please 


204186567? 


From: Larcara, Tammy on Wed, Jun 1, 1994 4:27 PM 
Subject: FW: NEODATA US POSTAL CHECK 

To: Werth, Doug 2041868680 

Ginny hasn't called me back yet. Can the answer wait until tomorrow? 


From: Hecht. Jeff on Wed, Jun 1, 1994 2:45 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 

Tammy, 

Doug will Mop by in a few minutes to explain this to you. 
Have Tun! 

Jeff ’ 


From: Simons. Renee on Wed, Jun 1, 1994 1:49 PM 
Subject: NEODATA US POSTAL CHECK 
To: Hecht, Jelf 

Cc: Muiphy, Virginia ^ 

1 UNDERSTAND TI1AT WE ARE HOLDING UP THE 2.0 MILLION NEODATA £ 

GROUP B LETTERS. PENDING RECEIPT OF A CHECK FOR POSTAGE. HOW CAN £ 
I HELP AND EXPEDITE ANY OUTSTANDING ISSUES. I ASSUME YOU RECEIVED er* 
THE FINAL CONTRACT FROM GINNY. HOW DO WE WIRE THE DOLLARS TO THE $ 
APPROPRIATE VENDOR ASAP? 


DO 

o 

Hi 

CO 

CD 

Co 

CD 

CO 
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To: Drisco, Gayle 


From: Worth. Douc on Wed, Jun i, 1994 4:31 PM ' 
Subject: RE: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 

Check with Renee, please 


204186867? 


From: Larcara, Tammy on Wed, Jun 1, 1994 4:27 PM 
Subject: FW: NEODATA US POSTAL CHECK 

To: Werth, Doug 2041868680 


Ginny hasn't called me back yet. Can the answer wait until tomorrow? 


From: Hecht, Jeff on Wed, Jun 1, 1994 2:45 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 

Tammy, 

Doug will stop by in a few minutes to explain this to you. 
Have fun! 

Jeff ‘ 


From: Simons, Renee on Wed, Jun 1, 1994 1:49 PM 
Subject: NEODATA US POSTAL CHECK 
To: Hecht. Jelf 

Cc: Murphy, Virginia g 

-t* 

I UNDERSTAND T1IAT WE ARE HOLDING UP THE 2.0 MILLION NEODATA £ 

GROUP B LE'rrERS, PENDING RECEIPT OF A CHECK FOR POSTAGE. HOW CAN £ 
I HELP AND EXPEDITE ANY OUTSTANDING ISSUES. I ASSUME YOU RECEIVED cn 
THE FINAL CONTRACT FROM GINNY. HOW DO WE WIRE THE DOLLARS TO THE % 
APPROPRIATE VENDOR ASAP? 


ro 

O 

4 * 


CD 

cr* 

CO 

CD 
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To: Drisco, Gayle 


From: Worth, Doug on Wed. Jun 1, 1994 4:31 PM 
Subject: RE: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 

Check with Renee, please 

From: Larcara. Tammy on Wed, Jun 1, 1994 4:27 PM 
Subject: FW: NEODATA US POSTAL CHECK 

To: Werth, Doug 2041868680 

Ginny hasn't called me back yet. Can die answer wait until tomorrow? 

From: Hecht, Jeff on Wed, Jun 1, 1994 2:45 PM 
Subject: FW: NEODATA US POSTAL CHECK 
To: Larcara, Tammy 

Tammy, 

Doug will .stop by in a few minutes to explain this to you 
Have fun! 

Jeff • 

From: Simons. Renee on Wed, Jun 1, 1994 1:49 PM 
Subject: NEODATA US POSTAL CHECK 
To: Hecht, Jclf 

Cc: Murphy, Virginia g 

I UNDERSTAND Tf 1AT WE ARE HOLDING UP THE 2.0 MILLION NEODATA £ 

GROUP B LETTERS. PENDING RECEIPT OF A CHECK FOR POSTAGE. HOW CAN £ 
1 HELP AND EXPEDITE ANY OUTSTANDING ISSUES. I ASSUME YOU RECEIVED £ 
THE FINAL CONTRACT FROM GINNY. HOW DO WE WIRE THE DOLLARS TO THE £ 
APPROPRIATE VENDOR ASAP? 


r\) 

O 

CD 

O 

03 

C* 

Co 
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To: Drisco, Gayle 


From: Werih, Doug on Wed. Jun 1, 1994 4:31PM 

Subject: RE: NEODATA US POSTAL CHECK 

To: Larcara, Tammy 

2041868677 

Check with Renee, please 


From: Larcara, Tammy on Wed, Jun 1, 1994 4:27 PM 
Subject: FW: NEODATA US POSTAL CHECK 

To: Werih, Doug 

2041868680 

Ginny hasn't called me back yet. Can the answer wait until tomorrow? 

From: Hecht. Jeff on Wed, Jun 1, 1994 2:45 PM 

Subject: FW: NEODATA US POSTAL CHECK 

To: Larcara, Tammy 

r\) 

O 

♦—k 

Tammy, 

Doug will .stop by in a few minutes to explain this to you. 

CD 

CO 

Have fun! 

C* 

CO 

Jeff ’ 


From: Simons. Renee on Wed, Jun i, 1994 1:49 PM 

Subject: NEODATA US POSTAL CHECK 

To: Hecht, Jelf 

Cc: Mutphy. Virginia 

* 

I UNDERSTAND THAT WE ARE HOLDING UP THE 2.0 MILLION NEODATA 

GROUP B LE TTERS. PENDING RECEIPT OF A CHECK FOR POSTAGE. HOW CAN 

1 HELP AND EXPEDITE ANY OUTSTANDING ISSUES. I ASSUME YOU RECEIVED 
THE FINAL CONTRACT FROM GINNY. HOW DO WE WIRE THE DOLLARS TO THE 


APPROPRIATE VENDOR ASAP? 
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From: 

Date: 

Subject: 

To: 

Cc: 


Note for Pietroni. Joe 


Larcara, Tammy 
Wed, Apr 27, 1994 3:24 PM 
Neodata 
Pietroni, Joe 
Drisco, Gayle 

Joe, 

We are not going to put a cap on the Neodata contract We will have to adjust the contract as 
the invoices come in. Brand is hoping that most of the cash received by consumers for 
shipping and handling will cover the cost of the program. I think we are going to have to 
monitor this closely. As time goes by we might want to rethink this, but for now I think it is 
the way to go. If either of you have any comments or questions please let me know. 



Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 


£# 98981*02 



FOR YOUR INFORMATION 


Bruce Huffine 


date: March 11,1994 

to: Renee Simons, Kathy McMahon, Jeanine Restivo, Jeff Hecht 

subject: Neodata Invoicing 


The attached manual details the invoicing for reimburseables and Distribution 
Revenue billing for the Distribution/Shipping/Pick Pack Areas. After review with 
Neodata, 1 think it’s complete, and has more backup documentation (not 
attached) to provide a complete audit trail for any type of audit functions we 
need. 

There are two other documents coming out -- Customer Service billing and 
Order Entry/White Mail/Order Entry billing. Chris Warwick promises these will 
be to us by April 1. 

If there are any questions, let me know. 
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DISTRIBUTION REVENUE 


2041868685 
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center 
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PHILIP MORRIS, INC.' 
DENNIS FLOAM 
120 PARK AVENUE 
NEW YORK, NY 10017-5592 


NO. 

1 

12345- 


twoctotn 

2/22/94 

a*t«c. > 

PHIDl 

Lj 

NVOICE 


> 


t REMIT-TO: 

? P.0. BOX 71627 
T CHICAGO, IL 60694-1627 

T 

0 





FKEFAUf* 

PSK 

TOM A 

*•/ •» —/ - - 

CTO* 

7/1/94-2/ 

-1 

'15/94 

CVT-OfT DATl 

2/15/94 

LOCATION 

CLffXT 

PHILIP MORRIS 

ITT« 

DS> 

REVENUE 


D€ 

SCftiFTXJH 


OUAKT7TY 

ORDERED 


ouAKrmr 

SttPPtO 



K 


recurring HANDL ^^ <r ^^^*^*i'**^#***** 


! SHIPPING: 

: ENVELOPE (SMALL) UP TO 4.6MM 

i 

ADDITIONAL 

CARTON (MEDIUM) UP TO 4.6MM 
ADDITIONAL 

OVERSIZE & IRREGULAR (LARGE) 

UP TO 4.6MM 

ADDITIONAL 

CATALOGS (SHIPPING) ORDER RECEIVED 
VIA TELEPHONE 

RECEIVING (MERCHANDISE & SHIPPING) 
STORAGE 

PACKAGE INSERTS 

RETURNS 

ADDITIONAL 


25000 

25000 

.38 

9500.00 

500 

500 

.07 

35.00 

15000 

15000 

.44 

6600.00 

1000 

1000 

.08 

80.00 

750 

750 

.51 

382.50 

25 

25 

.10 

2.50 

50000 

50000 

.29 

14500.00 

80 

80 

1.75 

140.00 

75 

75 

3.00 

225.00 

40750 

40750 

.02 

815.00 

1000 

1000 

.89 

890/00 


RUSH ORDERS 
ORDER TRACING 


25 

25 

75 


25 

25 

75 


5U» TOTAL 
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2.50 

1.10 


5.00 

62.50 

82.50 
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NEODATA Phuuuu i o « uu • ...^w . 


customer 

e 

r 

^ IU TENTH STREET DE3 MOOES, IOWA KISOS 

center 

e 


> PHILIP MORRIS / INC. 

} DENNIS FLOAM 
120 PARK AVENUE 
3 NEW YORK, NY 10017-5592 


ft*GL NO 

KYOCt^O 

ro 

wvoct OAJI 

CJT« ^ 

2 

12345 


2/22/94 

PHIDl 

INVOICE 




n 

* REMIT TO: 

{ P.O. BOX 71627 
T CHICAGO, IL 60694-1627 
o 


/T3ATE SWPPED 

2/22/94 



PREPARER 

PSK 

TERMS 

CYCLE 

! 2/1/94-2/15/94 

CUT-OFF DATE 

2/15/94 

LOCATION 

CLIENT 

PHILIP MORRIS 

TYPE 

DSM REVENUE 


DESCRIPTOR 


guahttty 

ORDERED 


CUANTTTY 

SHIPPED 


MANIFEST CHARGES - DES MOINES 


ALL CLASSES (PER POUND) 


/ 25000 \ 



25000 



05 \ 1250.00 




ro 

O 

4* 

CD 

cr* 

CD 

c* 

CD 

VJ 


SUB TOTAL 


37320.00 
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Shipping 


Support Document: Package Code Recap Report 
Spit Code: 42 


Client Code* 

Cods 


Description 

A 

720 

721 

722 

723 

Consumer Product 
Consumer Catalog y 
Retail Catalog Bulk \ 
Retail Product 

pj » ** ^ -ni y, jX 

X ’ ° 

) 


Package Code* 




Envelope* 

Machincablc Carton* 
Oversized 
Rush Orders 
Catalog Orders (Singles) 
Catalog Bulk 


Code 

01 

02 

03 \ 
04 
05 
06 


I 
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PACKAGE PACKAGE 

client code description ^ ____ 

022* "lO PICK/PACK RANDOM HACII M2 NON 

' 12 P1K/PAK RAND HAQI N2 BK TUN 


13 fICK/PACX HANO BOOK (LINE! 


14 PIK/PAK RAND MACH «3 BK (ENK 


022 


6 998<38tfr0Z 
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PACKAGE CODE RECAP REPORT 


iicnicr 

DESCRIPTION 

SINGLE 

DUAL 

SINGLE 

OUAL 

TRIPLE 

QUADRUPLE 

QUINTUPLE 

CTV 

OUST SERU 

SINGLE 

DUAL 

TRIPLE 

QUADRUPLE 

QUINTUPLE 

SIX 

EICHT 

SINGLE 

OUAL 

TRIPLE 

QUADRUPLE 

QUINTUPLE 




•ILLABIE 

NON-BILL 

I NO 

PIECES 

INSERTS 

INSERTS 

SHIP 

SHIP 

SHIPPED 

SHIPPED 

311 

311 

0 

321 

14 

32 

0 

0 

5708 

5708 

640 

6435 

1294 

2388 

99 

300 

341 

1023 

14 

27 

39 

154 

4 

4 

23 

113 

0 

0 

3 

30 

0 

3 

7 

15 

0 

0 

2033 

2033 

312 

3693 

923 

1930 

1 

393 

542 

1426 

1 

103 

B4 

344 

Q 

0 

33 

.163 

0 

0 

4 

24 

0 

5 

I 

a 

0 

0 

2000 

2808 

0 

2008 

19 

38 

0 

24 

42 

186 

0 

40 

i 

4 

0 

0 

2 

10 

0 

0 

14282 

19096 

1071 

14260 




Receiving 


Support Document: Receiving Report 

The num bet of skid, receive wH be oo«d fa die COMMENTS portion of the Receiving 
; form. 

7 ' ,o v p/' I 


Report form. 
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Storage 


Support Document: PiwIuctLo«ikmJ-Di5^Ro«^R^ 

Each line of toil report «« product in rtonge rtNeodaU. 

Locations report will be sent with each billing- 


The Product 
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PCJM DATS 2/13/M 
HUM txm 14.20,01 


ffhooucr LOCATION! - DI •AJTCXR AEOQVKItf 1 X 01 1 

rromuiK am 04 troauum tin 04 uf4004*-oi to 

LOCATION PCTAIL 


LOC211CM 

toe 

•TAT CUT 

M004 

oa*wa 

QUAMTITT 

wiro 

HATE 

100-001-01 

00 

Dojrrra 04 a 

14411 

01 

AAA IC 

1.400 
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100-001-02 

09 

tmrmt ami 
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01 

AAA IC 
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100-001-01 

04 

OEim 0401 
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01 
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•* 
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O 
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04 
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01 
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* 
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01 
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01 
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04 
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01 
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1,400 

2/04/94 


rmao loc ^vml oxaajitu quantity ko 

itw ticket# ■err AaiQMi kmh <♦/-) mtguun *»r 

01 ACTtW OO14 7*0-01_ 

01 ACTIVE 0024720-01_ 

01 ACTIVE 0024 720-01 _ ___ 

01 ACTIVE 0024720-04 _ _ __ 

02 ACTIVE 0024720-03 _ 

01 ACTIVE 0024120-04 _ __ 

01 ACTIVE 0024720-07 ___ 

01 ACTIVE 0024720-04 


£69898X1702 
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Package Inserts 

Support Document: Package Code Recap Report 

One package insert per package is slowed at no charge. Additional inserts are billed at 
$.02 each. 
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PACKAGE CODE RECAP REPORT 



Returns 


Support Document 
CHeni Number. 


Returns Recap Report 
CSi 


Returns arc billed as Total Packages Returned 

. - , TnUl p;^ Returned less Total Packages Returned 
Additional Return, arc Wled as Total Pieces kc 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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Rush Orders 

Support Document: Package Code Recap Report 

Rush Onto wffl be fulfflt4M>requeS oi^ teiAReqo«t for Rush Onlerfonawffl 

be filled out and faxed to the Neodata Distribution Center. 

Rush Orders will appear on ihe Package Code Recep report under client code 720, 
package code 04. I 





Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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PACKAGE CODE RECAP REPORT 
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Order Tracing 

Support Document: Request to Trace Order Form 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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REQUEST TO 
TRACE UPS ORDER 



ramp MORRIS 
CUSTOMER SERVICE 
(NEW FACILITY) 
TEMPI; AZ S52S2 
ATTN: SUPERVISOR 


NEODATA DISTRIBUTION 
1550 E. WASHINGTON 
DES MOINES, U 5«M 
ATTN: SUPERVISOR 


CUSTOMER ACCOUNT#-_MPGM -_ 

NAME-_ 

ADDRESS -_ 

ADDRESS -_ 

CITY STATE -_ZIP -_PHONE -_ 

TRANSMITTAL#-_ ORDER DATE ( P/L DATE) - 

PRODUCT® ORDERED-^_ 



9 - 

'V 



Source: https://www.industrydocumer its ucsf.edu/docs/rrwh0005 
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United Parcel Service 


Shipper 535 6« 
Page 2 of 2 



DELIVERY NOTIFICATION 


SHIPMENT FROM: 

CONNIE 

NEODATA OISTRIB SERV 

200 8TH ST NW 

CLARION IA 50526-0001 


SHIPMENT TO: 

« 

TIM TRAULT SAVINO 

TOM BANNING 



38 MORRIS ST 

£, - 


SHARON MA 02087 



12/20/93 

nt 

Ntxnt</ Ot P 

ffCJffrg -. , 

OAK FLOOR FRAME 

m Rocra - WZS9U05 - " _J 


Receipt ot the above shiprnenthasbiehacknow'eCaeC by TIM TRAULT SAVINO 
whose telephone number Is (617) 784-8522. 


PAH;018A1103 


ro 
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t-fc 

CD 

a* 

CD 

-U 
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ro 


000083 
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Client Service 
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Manifest Charges 

Support Document: Ncodata Client Code Summary Report 



Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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distribution reimbursables 
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PHILIP MORRIS, INC. 
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120 PARK AVENUE 
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} P.O. BOX 71627 
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Postage Due - Post Office 

Support Document CEcnt Portage Due Report 


Client Number 


7215 


PMU g. Due ta. Office „ reimbm^le charge, for rehm, orail received and idcndfcd 
by the post office. 



Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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Postage Due - Warehouse 

Support Document: Returns Recap Report 


Client Number CS1 

Pojttge Due Wuchouse »tetabunablectaga forrenm meilreeeirol«the 
Distribution Facility (not identified by post office). 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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Federal Express 

Support Document: Federal Express - Reference Activity Summary 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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Shipping Supplies 

Support Document: Client Supply Usage Report 
CaaA Code: CS1 

Carton#: SKU aligned I. each shipping nwh u*d for Philip Mot* Motion 



Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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CLIENT SUPPLY USAGE REPORT FOR: 01/24/94 - 01/24/94 
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$ 1221.0000 
S1394J475 
$1131.4290 


S l" 167.4795 
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$181.4930 


S2S844.8535 
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UPS 

Support Document: Accwnl Class Charge Profile 

Mbc«tacou,UPS^ I*,UPSS«ood 

D*y. 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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account class charge profile 
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USPS 

Support Document Account Clast Charge Ptofflu 

USPS charge* foamed from Tint CUss metered m»l Km front Washington Distritmtioo 
F»dfity- 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 



account class charge profile 
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Manifest Charges 

Support Document: Neodata CHcat Code Summary Report 

Reimbursable shipping charges will sorted by type of m ail USPS3, USPS4, UPS, 

S.ll per pound will be charged for manifest sortition and shipping. 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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DRAFT 




A-/ 


NEODATA FULFILLMENT CENTER 
VENDOR AUDIT 


RISK ANALYSIS/SCOPE 

We have been instructed to review the source for each type of cost, regardless of 
materiality. This is a matter of inquiry only. Testing will be performed for significant 
items only, highlighted on the attached Neodata invoice analysis prepared by Rudy 
Badrudeen, Cost Analysis and Reporting. 


SIGNIFICANT COSTS 

Reviews are in process for most of the costs listed below. Brian Colby is performing the 
work and his system narratives and issues are attached as Exhibit "A." For the 
descriptions below, documents which support Neodata’s invoices are enclosed by 
quotation marks and written in initial caps. 

Customer Service Representatives - Neodata charges us based on production hours, 
using a sliding scale. Rudy Badrudeen tracks total cumulative hours to insure that rates 
are changed when the next level on the sliding scale is reached. 

Due to the significance of the cost, inquiry into and testing of procedures to 
control production hours in Arizona should be performed. 

No other vsork is planned. 

Mail Opening - Phis is Neodata's fee for processing eligible orders. It is supported by a 
monthly BOS .svstem Transaction Accumulation Report," on a line item entitled "Order, 
Entry.” Note that the unit cost is based on a sliding scale and Rudy Badrudeen, Cost 
Analysis and Reporting, is tracking volumes to insure that per-unit rates are properly 
changed when the next level m the sliding scale is reached. 

We believe the processed order quantities can be verified by comparison to a 
summary of catalog and product order transmittals. 

No further procedures are planned. 

Order Picking/Packing Fee - The input of packaging line information at the individual 
order level has been reviewed. 

Testing the accumulated order totals through the "Package Code Totals Report" 
generated by the WITS system is still open. 

Further work is not considered necessary. 

Fee for Sorting Packages Through the Manifest System and Reimbursement for 
Shi pping to the Bulk Mail Center - The "Client Code Summary Recap," generated by 
the manifest system, is the source document for these fees. See discussion immediately 
below. 


September 20, 1994 - 12:07 PM 


Source: https://www.industrydocuments.ucsf.edu/docs/rrwh0005 
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DRAFT 


7 


Postage Reimbursement - Manifest System - One package label was selected and 
tracked through the manifest system to the "Client Code Summary Recap." U.S. Postal 
Service testing of the manifest system was reviewed. 

A reasonableness test as to number of packages remains to be performed. This 
test will compare the number of invoices confirmed as shipped to the number of 
packages recorded by the manifest system for a selected 15-day period. 

Other than this testing, no other work is planned. 

Postage Reimbursement - Manually Processed Packag es - Input of postage/shipping 
costs into the "Mail Management System" and the system accumulation of costs through 
the "Account Class Charge Profile” report have been walked through. In addition, 
procedures to manually record first class postage meter charges were walked through. 

Additional charges are billed by UPS for address corrections, adjustments, delivery 
confirmations, etc. These items are recorded on a spreadsheet prepared by Neodata. 
Presumably this spreadsheet ties 10 the UPS invoice, but Accounts Payable cannot 
confirm this since they do not receive the vendor's billing. 

Procedures to insure accuracy of the spreadsheet, including rebilling to the proper 
client, have not yet been reviewed. Only inquiry procedures are planned. 

Further te\ iew is not considered necessary. 

Reimbursement for Shipping Supplies - Shipping supplies are bought specifically for 
PM, including corrugated.envelopes, shrink wrap and tape. The purchases are input into 
a separate Neodata system which "calculates and summarizes total cost on a "Client 
Supply Usage" report. "This report, along with copies of the actual vendor invoices, 
support Neodata s request for reimbursement. 

Gayle Drisco. Accounts Payable Supervisor, has noted that the vendor invoices do 
not exactly agree to the usage report because Neodata's system carries the unit 
cost out only four decimal places, whereas the vendor invoices are sometimes 
calculated uMng five decimal places. She will perform an analysis of the 
differences to determine their significance. If possible, however, billing based on 
the actual vendor invoices should be recommended. 

Once this issue is cleared, we intend to cease review of this area. 


OTHER COSTS 

Processing Ineligibles - Neodata's fee for processing ineligible orders and sending 
correspondence to the consumer is supported by a spreadsheet summarizing manual 
reports prepared by the Ireland operations. 

We noted one discrepancy in the spreadsheet and have asked Chris Warwick to 
explain the variance. In addition, we have asked her to describe the procedures in 
place to insure accuracy of the report. 

After this inquiry is completed and any issues are identified, no further work is 
planned. 
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Catalog Shipments - This responsibility was passed to another vendor, Madden 
Graphics, in about May 1994. Thus, we have excluded it from our review. 

Receiving - Neodata charges a per-pallet fee for receipts and are supporting their invoice 
by sending photocopies of the receiving reports. 

Review is extremely time-consuming for Accounts Payable; some type of system 
report summarizing receiving transactions should be recommended. The system 
report should accumulate the number of pallets input into the SLIC inventory 
system using Transaction 11 - New Receipts. 

Past discussion of this issue with Neodata, no further inquiry is planned. 

Storag e - The contract calls for a per-pallet fee every fifteen days. In effect, we are 
charged for every pallet recorded on the stock locator system report ("Product Locations - 
Disaster Recovery") as of the cutoff date. The accuracy of the report depends entirely on 
procedures to record receipts and transfers to production, both of which have been 
covered by the operations review. 

There remain three issues to be researched here. 

First, the length of time that the pallet has been in use is not considered in the 
charge, rite Mock locator report shows the receipt ("FIFO") date and an analysis 
should he performed to determine the amount of overcharge. 

Second, the report dated July 16th included a manual calculation of items in the 
security cage, for which PM was charged. Items in the security cage, however, 
are normalh assigned stock locations and automatically included in the report 
This matter should be investigated to determine whether PM was double-charged. 

Finally, Neodata customarily charges its customers for storage of goods while 
they are on the production floor. Pallets of small items may remain there for two 
to three v-ceks until they are fully used. Currently, PM is not being charged for 
this storage and Neodata has the matter under consideration. Discussions may be 
necessary to clarify the contract terms. 

No further work is deemed necessary after these issues are resolved. 

Returns - A "Returns Recap" report, generated by the BOS system, supports Neodata's 
per-package, per-item fees for procesing returns. Controls to insure accuracy of the input 
into the BOS system have been included in the operations review. 

Accumulation of the returned package/item quantities is still open. We believe 
that cumulative total items can be tested, if necessary , by comparing the recap to 
the daily "Returned Goods by Product" reports also generated by the BOS system. 

No other work is planned. 

Refunds (UPC reform) - Review of this fee is completely open. Only inquiry 
procedures are planned. 

Programming - Neodata charges an hourly rate for programming. 
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An inquiry into timekeeping and recording procedures for EDS programmers 
should be performed. 

List Selection - Review of this fee is completely open. Only inquiry procedures are 
planned. 

File Traasfcr - Review of this fee is completely open. Only inquiry procedures are 
planned. 

Custom Laser Printed Form - Review of this fee is completely open. Only inquiry 
procedures are planned. 

Postal Deposits - We have been advised that this deposit is either for 1.5 months of post 
office box rental or 1.5 months of estimated postage to mail miscellaneous 
correspondence. Review of controls over the deposits and replenishments, if any, are 
completely open. Only inquiry procedures are planned. 

Outgoing Correspondence Mailing - Neodata charges a per-letter fee for delay letters, 
backorder notifications, order acknowledgements, etc. Total letters are calculated 
primarily by the BOS system and shown under the following codes on the monthly 
"Transaction Accumulation Report": 

860 901- Ml.NA Tracing. Verify Addr 

860 915 - Acknowledge Entry Order 

860 921 - t() Days Prepd Backorder N 

860 922 - TOS (Out of Stock) Ack of Prepo (No Refu 

860 942 - Mkt Prog Product Limit 

860 943 - Order Product Limit 

In addition, a "Computer Correspondence" report includes a quantity of letters for which 
we are charged. 

The source of this report is not yet identified and this report should be reviewed to 
insure that these items are not already considered in the "Transaction 
Accumulation Report.'' 

After this inquiry is completed, no further work iff planned. 

Correspondence Processing - Neodata charges a per-letter fee for processing incoming 
correspondence. Quanuties are calculated and shown on the BOS system "Transaction 
Accumulation Report" under the following codes: 

030 - Change Cust/Mpgm Status 
040 - Change Name/Address/Phone 
330 - Claims Never Received 

No further inquiry is planned. 

Hourly Rate - This fee is for time spent performing special requests by PM, e.g., 
handling special shipments and rush orders, performing 100% checks of inventory 
receipts where damagc/defects are suspected, reworking improperly folded/packaged 
sweatshirts or T-shirts, etc. Labor hours are recorded manually on a special chargeback 
form, which is input into the WITS system for summarizing and billing to PM, A 
"Special Chargeback Recap" supports the invoice charge. 
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No inquiry into the labor hour input procedures, nor their accumulation, has been 
performed. This is the only work considered necessary at this time. 

Rush Orders - Neodata charges a lee for each rush order. These items are accumulated 
on the "Package Code Summary Report" under the code PC-04. 

Procedures for this input should be the same as for the order picking/packing 
quantities and, thus, further review is deemed unnecessary. 

Order Tracing • Review of this fee is completely open. Only inquiry procedures are 
planned. 

Standard Reports - The contract provides PM with 600 hours of programming to 
develop customized reports. Thereafter, PM is charged $85 per hour. As with normal 
programming charges, timekeeing and recording procedures for the EDS programmers 
should be reviewed. 

No further inquiry is planned. 

Set-up Costs - This is a one-time fee which has clearly been earned by Neodata since the 
fulfillment services are operating. 

No further review is considered necessary. 
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A brief review of PM's payment procedures was performed. The results are documented 
below. 


INVOrCE APPROVAL 

Invoices for Marlboro Country Store are first reviewed and approved by Kathy 
McMahon, PM Manager - Customer Service. Final approval is then obtained from 
Nancy Parmet, the Marlboro Brand Manager. 

An Accounts Payable processor is responsible for the detail review of invoices, agreeing 
the charges to supporting documentation and to the contract. She noted that PM has been 
invoiced for Retailor Rewards work performed by Neodata, but for which no contract had 
been signed. As of September 7, 1994, signing was in process. (See contract amendment 
and E-mail correspondence at_,) EXCEPTION TAKEN. See Issue #_. 


CASH DISBURSEMENTS 

Pursuant to the contract. Neodata's invoices are to be paid from the shipping/handling 
charges collected by Neodata on our behalf, or by our check if the funds in the account 
are not sufficient to cover the balance due. Pursuant to the contract, disbursements can 
be made from the account only with PM's authorization. Written approval comes from 
Accounts Payable (Tammy Lacara or Gayle Drisco) after the invoices have been 
reviewed and appnnaJ by appropriate management. (See example of authorization at 
__•) 

Neodata's Ireland branch effects the payment via wire transfer. (As noted in the 
Background Memo at "A." Neodata controls the bank account.) 

Rudy Badrudeen, PM Cost Analysis and Reporting, is responsible for reviewing program 
results-and will be receiving copies of the invoices, bank statements and reconciliations 
on a monthly basis. I le will insure tfiaf orTy authorized disbursements are made from the 
account. . . 
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From: 

Date: 

Subject: 

To: 



NoteUo^arcana^Tam^______ 

Larcara, Tammy 

Mon, Aug 22, 1994 11:50 AM 

Neodata Postage 

Drisco, Gayle 

Gayle, 

Early felt comfortable with the manifest that we get from Neodata for postage. He is going to 
have Josephine walk through the system in detail for us. Also, I told Early there were some 
exceptions to the manifest billing. Josephine is going to stop by to discuss this with you. 
Early said she will also walk through that billing system to ensure its accuracy. Please make 
sure Josephine is aware of ALL the different ways they are billing us for postage, whether 
it's UPS or USPS. This way we can support our backup with their findings. Thanks. 
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